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I.     Governing Documents 
WAPA By-Laws and Policies will be reviewed no less than every two years and revised as needed.   Interim amendments 

to policies and bylaws may be done at the discretion of the board. 

 

 

II.      Non-Discrimination 
A. It is the policy of WAPA to provide equal opportunities to all of the following, with due regard to relevant 

qualifications and abilities: 

● Members and applicants for membership 

● Candidates for appointment to/election of leadership positions or employment. 

B. No person shall be discriminated against because of race, religion, color, sex, age, national origin, sexual 

orientation, gender identity and expression, or disability. 

 

 

III.      Board of Directors/ WAPA Committees 
A. Board of Directors 

a. Consistent with AAPA Policy, all elected WAPA officers (President, President-Elect, Immediate Past 

President, Secretary, Treasurer, and AAPA HOD Representatives) of a constituent chapter must be and 

remain fellow members in good standing of the American Academy of Physician Assistants for the 

duration of their term in office. 

b. WAPA will maintain a job description for every Board position.  

c. The Executive Director will hold an orientation for new board members annually, at the beginning of the 

fiscal year in July of each year.  The orientation will include (but shall not be limited to) relevant nonprofit 

laws, parliamentary procedure, and the budgetary process. 

d. In the event that an elected officer, committee chair or liaison wishes to leave their position before the end 

of their term, they are expected to notify the President and Executive Director as soon as possible so that 

an interim replacement may be appointed until the end of their term. 

i. When possible, advance notification of at least one regular meeting is requested. 

 

B. Board Meetings 

a. The President will work with the Executive Director to set the agenda of each board meeting.  

i. The Executive Director will send a board packet (which includes the agenda, a financial 

statement from the Treasurer, and committee chair reports) no later than one week before a 

board meeting. 

ii. All Board members will review official documents sent out in advance of each Board meeting in 

order to be fully prepared and to expedite proceedings. 

iii. Members wishing for time on the agenda will notify the President at least ten days before each 

board meeting. 

iv. WAPA may provide group meals or refreshments during in person meetings but will not pay for 

alcoholic beverages. 

 

C. Board of Directors Strategic Planning Retreat 

a. When finances permit, there will be one in person annual strategic planning retreat per year for all current 

and incoming committee chairs and board members.  This planning meeting is to be held after the annual 

election to allow for the participation of recently elected Board members. 

b. The purpose of this meeting is for planning, training, and Board development. It is not considered a 

regular business meeting. 

c. The budget for this event will be set annually, and will be prioritized to the extent possible when funds are 

limited. 

d. In person attendance at this event is essential.  

 

 



D. Minutes 

a. The Secretary will attend board meetings and take notes separately from the Executive Director, and 

maintain a list of actionable items agreed on at the board meetings.   The President and the Secretary will 

both review all board minutes before they are finalized and distributed prior to the next regular Board 

meeting. Minutes from the previous meeting will be officially revised as needed and approved at the 

beginning of each regular Board meeting. 

b. Minutes will be stored in a Google Documents folder, and may be available to members and third parties 

on request, consistent with Washington State nonprofit law.   

 

E. Attendance 

a. Board member attendance at all Board meetings and the annual Strategic Planning Retreat (when held) 

is essential to the operations of the organization and to ensure quorum is met for organizational 

decisions.  If a Board Member misses more than one meeting in the absence of extenuating 

circumstances, the President may consider removal with the guidance of the Executive Committee, 

consistent with WAPA bylaws.   

 

 

IV.     Committees 
A. Standing Committees - A Standing Committee is defined as a permanent committee that meets regularly to 

address business essential to operations. 

a. WAPA has the following Standing Committees and Liaisons: 

• Continuing Medical Education Committee 

• Legislative Committee 

• Diversity, Equity, Belonging and Inclusion/Early Careers Committee 

• Marketing and Membership Committee 

• Nominations and Elections Committee 

b. Standing committees will have a Chair, who is appointed at the discretion of the President for the term of one 

year that will be renewed annually by the current President at the start of their term in July.    The President 

may designate a Vice Chair as needed, at the suggestion of the Chair.  For special committee projects, 

funding will be considered on a case by case basis by the board, and may be established on an annual basis, 

and included in the budget. 

c. WAPA will include descriptions of the committee on their website, and provide them to potential volunteers on 

request.    The description will be updated on an annual basis by the Committee Chair.   Please see specific 

committee descriptions (appendices) for details on the duties, time commitments, applicable skills for 

committee members, and functions of the above committees.  

 

B. Ad Hoc Committees – An Ad Hoc Committee is defined as a temporary committee that addresses a specific task 

that falls outside of regular tasks or operations.   WAPA may establish ad Hoc committees on an as needed basis.   

These may include, but are not limited to, the Veterans’ Interests Workgroup, the Nominating Committee, and the 

Governance Committee. 

 

C. Committee Reports -  For standing committees, written committee reports are expected from each committee 

chair for each regular Board meeting, and are to be submitted no less than ten days prior to each scheduled 

meeting so that they may be ready for the board packet.  For ad hoc committees, reports may be requested by 

the President based on business needs.   If there has been no activity since the last meeting (such as AAPA HOD 

Delegates in the non active period) then each member will notify the Executive Director on the above timeline that 

there is "Nothing to report". Committee chairs that regularly fail to submit reports may be reviewed for potential 

removal from their position, at the discretion of the President, with input from the board.   Committee chairs are 

expected to attend board meetings or designate a proxy committee member to attend in their place.  

 

 

 



V.     Liaisons 
A. To maintain relationships with other healthcare advocacy organizations, the President may appoint liaisons to 

represent WAPA’s interests.    Liaisons are not necessarily members of the board, and their position does not 

entitle them to a vote. These include, but shall not be limited to, the Liaison to the WSMA Board of Trustees, the 

WSMA Advocacy Council Liaison, and the Coalition of Healthcare Professionals.   

B. The Washington State Medical Association grants one seat in its House of Delegates to a PA.  This person shall 

be appointed by WAPA’s President.  The appointee must be a member of WSMA. 

 

 

VI.     Shared Document Storage 
WAPA will store documents in a shared Google Drive folder, with sections for each standing and ad hoc committee, 

liaisons to the board, for the board.  Meeting minutes from the board meeting, standard processes and committee meeting 

notes will be stored in their respective folder.  The WAPA executive director shall maintain a unified email to which the 

Google Drive ownership is assigned. 

 

 

VII.     AAPA House of Delegation/ Annual Meeting 
A. The number of WAPA Delegates to the AAPA House of Delegates (HOD) is determined by AAPA, and consists of 

both one and two year elected positions. The two year position will serve as the Chief Delegate in the second year 

of their term. WAPA HOD representatives must maintain AAPA Fellow membership throughout their representative 

term per AAPA policy. To ensure representation of the state, WAPA will budget to send the elected number of 

Delegates to the AAPA HOD annual meeting.  See also under "Travel Policy". 

B. If finances allow, WAPA may send an alternate Delegate to the AAPA HOD. The purpose of the alternate is to 

relieve Delegates in the HOD as needed or to replace a Delegate in the event they cannot fulfill their duties. 

Preference will be given to sending one of the three Presidents (Current, Immediate Past or Elect). If none of the 

three Presidents are able to attend, another elected board member may attend in their place in accordance with 

current AAPA guidelines.  

 

 

VIII.     Expense Reimbursement and Travel Policy 
A. Board Member Expense Reimbursement/Travel – Board members will be responsible for understanding which 

expenses qualify for funding or reimbursement from WAPA prior to any travel.   

 

B. WAPA will reimburse for pre-approved travel and expenses while on official WAPA business under the following 

conditions:  

a. All reimbursement requests must be accompanied by receipts. 

b. All activities must be related to official WAPA business activities. 

c. An expense reimbursement request must be received at the WAPA office no later than 30 days after the 

date of expense on the receipt. 

d. If any of the above requirements are not met, WAPA has the right to decline reimbursement.  

 

C. Eligible Reimbursement – While on WAPA business, reimbursements may be paid for: 

a. Hotel rooms: the cost of a single or shared hotel room at the conference or contract rate.  

b. Mileage expenses (reimbursed at the current IRS business rate) for those who use their personal vehicle 

for WAPA business. 

c. Local ground transportation such as taxi, shuttle, bus or major transit within the city where the event is 

held, and to and from the airport. 

d. Reasonable meal costs. 

e. Incidental expenses (parking, tolls, internet access, etc.). 

f. WAPA will not reimburse for cannabis or alcohol. 

 



D.  Travel Arrangements - Travel arrangements for air, train, car rental, hotels, etc. should be made in advance, in 

economy class service.  

 

E. Travel arrangements for airfare, trains, car rentals, hotels, etc. may be made by the individual or through the 

Executive Director.  Travel arrangements should be made at least 4 weeks in advance, whenever possible, in 

order to save the organization money. 

 

F. Reimbursements as outlined above will be allowed up to the maximum amount determined by the annual budget 

allocation.  Any amounts exceeding the budget allocation for a position will be the personal responsibility of the 

individual. 

 

 

IX.     Continuing Medical Education (CME) 
A. Statewide CME Meetings.  WAPA will organize two continuing medical education conferences annually.   This 

may be in collaboration with other healthcare organizations. 

a. Conference registration fees shall be waived for the CME Chair and the President, and when finances 

permit, WAPA will cover lodging fees for the CME Chair and the President. 

 

B. All CME conference topics shall be designed to be approved as Category I CME credit.   WAPA’s preferred CME 

provider is the American Academy of Physician Associates (AAPA). 

 

C. Priority for lecture topics will be given to content specified in PANCE/PANRE Blueprints, updated guidelines 

pertaining to those topics, emerging health issues, and best practices in caring for marginalized and underserved 

populations.   

 

D. WAPA’s CME Committee will hold a debriefing meeting no later than one month after the conference to assess 

how the conference went, and to make recommendations for future conferences. These recommendations shall 

be kept in a word document and stored in the shared Google Drive. 

 

 

X.     Membership Services 
A. Membership Mailing List - WAPA may send members select materials of potential interest by mail or electronic 

mail but will not sell or give out the names or contact information of the membership to outside parties. 

B. Newsletter WAPA quarterly newsletters will be sent electronically to members.  Once published, the WAPA 

newsletter will be available on the WAPA website. 

C. WAPA will maintain a website for the organization that is available to the public. A portion of the website may be 

restricted to WAPA members only. 

 

 

XI.     Students 
A. Students will be charged a nominal fee to attend WAPA CME conferences.  This amount will be determined based 

on the overall costs of managing the conference.    

 

B.  One conference per year will host a one day student professional development track, separate from the main 

lecture track. 

 

C. Student Leadership Development Program - WAPA will offer a student leadership program when funds permit.    

The application cycle will open in January of the calendar year.   Applications will be reviewed at the first board 

meeting after February 1st of the calendar year.    Priority will be given to students who have been active in 

WAPA, and who demonstrate a commitment to practicing in Washington State after graduation.    Funds will be 

paid for using money raised from the student leadership raffles to be held at the spring and fall CME conferences. 



a. Selected applicant(s) will receive a grant to support expenses related to travel and registration at the 

AAPA Leadership and Advocacy summit in the fall.   The amount will be determined based on the 

proceeds from the student leadership raffle.  They will also receive quarterly mentoring check-ins from the 

President.  

b. Selected applicants will be expected to work on a project (approved by the President) related to PA 

interests in Washington State during their clinical phase, provide a report to the board about their 

learnings at the Leadership and Advocacy Summit, and chair or co-chair a WAPA committee for at least 

one year following graduation. 

 

 

XII.     Operations 
A. WAPA Office/Equipment - All equipment purchased by WAPA will remain the property of WAPA. 

a. The WAPA Executive Director will retain purchase and warranty records on WAPA equipment.   These will 

be stored at a secure location. 

 

B. Financial 

a. Bank Accounts – WAPA shall maintain bank accounts with an FDIC-insured financial institution for the 

purpose of conducting official business. 

i. WAPA’s bank account statements shall be kept at the office of the Executive Director, and 

provided to members of the board per request. 

b.  Budget - WAPA will create and maintain an annual budget, to be approved prior to the beginning of each 

fiscal year by the Board. WAPA shall follow standard accounting procedures in reconciling the budget by 

reevaluating revenue and expenses. WAPA will strive to maintain funds providing 5 months of regular 

operating funds in its accounts. 

 

C. Standard Processes 

a. For common processes, such as placing volunteers on committees, raffle management, the student 

leadership track, a workflow will be developed which identifies necessary steps, who is responsible for the 

step (e.g. Executive Director, specific board member, committee chair), and the timeline.    These 

documents will be evaluated once a given project is complete, with attention paid to reducing waste (i.e. 

time, materials, money, travel) to inform future iterations of the project.    These processes will be followed 

when the project is repeated. 

 

D. Insurance – Directors and Officers Insurance WAPA will maintain appropriate board and officer liability insurance, 

to be reviewed and renewed annually. Anyone holding an elected WAPA position, the Executive Director, 

Chairpersons/Liaisons, and committee members of both standing and ad hoc committees shall be covered by the 

board insurance.  

 

E. Personnel 

a. Staff - WAPA will contract with sufficient professional staff to conduct ongoing business. Funding and 

budget for these services will be reviewed each year and the budget determined annually. 

i. Lobbyist – Lobbying services will be obtained with the approval of the WAPA board.  

 

 

WAPA Ad Hoc Governance Committee (authors):  Linda Dale, Joshua Lumsden, Cooper Couch, Troy Bender, 

Justin Thibeault and Mike Oechsner. 

Date Effective:  July 1st, 2025 

Next Review Due:  July 2027 

(Include Board Descriptions as appendix). 

(Include Policy Addendum on political positions taken by WAPA). 

 



 



WAPA Board Position Descriptions 
 

General Board Member Responsibilities 

The following responsibilities apply to all WAPA board members, including AAPA House of Delegates Representatives and 

Student representatives: 

● Attend all board meetings (typically 4-5 per year, approximately 1-2 hours in duration, usually every 2-4 months), 

of which two are typically in-person and the rest are virtual. This assures quorum and meets our fiduciary 

responsibilities. 

● Serve on at least one committee (most committees meet monthly). 

● Participate in and volunteer at WAPA activities throughout the year – conferences, Day on the Hill, campus visits, 

and more. 

● Participate in WAPA’s advocacy efforts, which include being readily available via email, text and Zoom to 

participate in policy conversation during the legislative session in the spring. 

● Promptly review and respond to board correspondence (texts, emails, urgent votes between meetings). 

● Review Board Packets in advance of board meetings. 

● Vote on official board matters. 

● Maintain AAPA membership in good standing.   (Per AAPA policy, all WAPA officers must be current AAPA 

members.) 

● Donate items, or solicit donations for the twice yearly conference raffles. 

 

Note:  Estimated time commitments for each position are listed in individual position descriptions and are inclusive of all 

time required to complete general board responsibilities. 

 

President/President Elect/Immediate Past President (Three year total term): 

During the three year cycle, the first year will be spent as President Elect, the second as President, and the third as 

Immediate Past President. 

 

President: 

Role:  The President is responsible for identifying strategic needs and direction for the organization. 

 

The following responsibilities apply to the President; 

● Manage all volunteers for the organization (board members, committee chairs, committee members, etc…) 

● Foster relationships with other health organizations (e.g. WSMA, ARNPs United of Washington, Washington 

Association of Nurse Anesthesiologists, etc…) and Washington State PA programs at universities and colleges.  

● Communicate routinely with AAPA State Advocacy Director or designee. 

● Set agenda for board meetings, and assign action items to board members. 

● Identify business needs and service gaps for the organization, and develop and.or delegate development of  a 

plan to address them. 

● Standardize processes for recurrent activities and projects. 

● Make regular appearances at all committee meetings 

● Draft a column quarterly for the WAPA newsletter. 

● Mentor the student leadership intern (could this be a responsibility of the President Elect or Immediate Past 

President?). 

● Appoint committee chairs. 

● Recommend candidates for board vacancies for board approval. 

● Speak publicly (e.g. media) on official positions taken by WAPA. 

● Partner with the Executive Director on Day to Day Operations via check ins, at least once per month. 

● Serve as a signer on all WAPA accounts. 

 

Estimated Time Commitment: Up to 30-40 hours per month. 



President Elect:  

Role:  The President Elect is responsible for filling the role of president when the president is not available, or in the event 

the president can no longer serve in the position.   They are also responsible for developing a thorough understanding of 

WAPA infrastructure and activities during the first year of their three year term. 

 

The following responsibilities apply to the President Elect: 

● Direct intake of and outreach to interested volunteers, including directing them to relevant committees and 

projects. 

● Host board meetings in the event that the President is unavailable. 

● Manage projects to address business needs identified by the president. 

● Make regular appearances at all committee meetings. 

● Facilitate communication regarding raffles and fundraising events at conferences led by students to benefit their 

class funds. 

● Facilitate intake session for student class reps in fall. 

 

Estimated Time Commitment: Up to 15-20 hours per month. 

 

Immediate Past President:   

Role:  The Immediate Past President’s role is to advise the board, including the president and president elect on strategic 

matters. 

● Complete projects initiated during the presidential term. 

● Chair any awards and scholarship committees. 

● Chair the nominations committees. 

● Advise the BOD and president on past practices to ensure a smooth transition. 

● Attend the Legislative Committee meetings to provide organizational history for past legislative stances and 

advise on current bills. 

● Assist with maintenance of WAPA History Archives. 

 

Estimated Time Commitment:   Up to 10-12 hours per month. 

 

Secretary (Two year term): 

Role:  The Secretary works with the Executive Director to keep accurate and timely records related to WAPA business 

needs. 

 

The following responsibilities apply to the Secretary: 

● Review the minutes of each board meeting, as created by the Executive Director for accuracy. 

● Manage the WAPA Google Drive, where records are kept. 

● Track action items/board member assignments as set at board meetings, and assist the Executive Director with 

follow up reminders to complete assignments. 

● Sign documents requiring an official signature per Washington State nonprofit law. 

● Maintain group text list for WAPA Board members 

 

Estimated Time Commitment:  Up to 8-10 hours per month. 

 

 

 

 

 



Treasurer (Two year term): 

Role:  The Treasurer is responsible for working with the Executive Director and the President  to establish the operating 

budget, working with the Executive Director on budget variances and 

reviewing quarterly financial statements. 

 

The following responsibilities apply to the Treasurer: 

● Lead fundraising activities and develop a strategic plan to increase income. 

● Presenting financial information to the Board of Directors. 

● Serve as a signer on all WAPA financial accounts. 

● Coordination of the twice yearly conference raffle to benefit the student leadership intern position.(so removing 

this from President Elect? 

 

Estimated Time Commitment:  Up to 8-10 hours per month. 

 

AAPA House of Delegates Representatives (One year term): 

Role:  AAPA House of Delegates (HOD) Representatives represent WAPA at the AAPA’s House of Delegates annual 

meeting, held at the AAPA annual conference, typically in the spring. 

 

The following responsibilities apply to HOD Representatives. 

● Attend the annual AAPA HOD meeting. 

● Attend at least one AAPA-led pre orientation meeting prior to the HOD meeting. 

● Review all proposed resolutions, bylaws and policies prior to the annual meeting and attend the WAPA HOD rep 

meeting to discuss and suggest the organization’s stance on each one. 

 

Estimated Time commitment:  Up to 3-5 hours per month, with an additional 3 hours per month for the two months 

preceding the HOD  Meeting.    Also includes three days HOD attendance and time for travel to the AAPA House of 

delegates meeting. 

 

Note:  WAPA policies include budgeting stipend to offset costs of travel, which the HOD Representative may choose to 

accept or decline.   The stipend covers most costs, but in some years, it may not cover the entirety of costs. 

 

Chief Delegate Elect/Chief Delegate (Two year term): 

This is a two year term.  During the first year, they will serve as the Chief Delegate Elect, and during the second year, they 

will serve as Chief Delegate. 

 

Chief Delegate Elect: 

Role:  The Chief Delegate Elect’s primary role is to work with the Chief Delegate to coordinate WAPA’s representation at 

the AAPA’s HOD  Meeting at the Annual Conference. 

 

In addition to the above general HOD Representative duties, the following responsibility applies to the Chief Delegate 

Elect: 

● The chief delegate elect will serve as chief delegate in the event the chief delegate is unable to serve. 

 

Estimated Time Commitment:   As above for HOD Representatives. 

 

 

 

 

 

 

 

 



Chief Delegate: 

Role:  The chief delegate’s primary role is to coordinate review of the AAPA’s proposed policies and bylaws among the 

HOD representatives, and to facilitate 1-2 meetings of the delegates prior to the meeting. 

 

In addition to the above HOD Representative duties, the following responsibilities apply to the Chief Delegate: 

● Present a report at the WAPA Board Meeting immediately prior to the House of Delegates meeting, and seek 

guidance from the board on proposed policies and bylaws when clarification is needed. 

● Coordinate WAPA initiated or co-sponsored resolutions, policies and bylaws, with the input and guidance of the 

President. 

● Identify gaps in AAPA policies and bylaws and propose potential resolutions, policies and bylaws for WAPA Board 

review. 

● Inform the president promptly in the event that a delegate cannot attend. 

● Conduct a debriefing session with all HOD representatives, the President and President Elect,  no later than one 

month after the AAPA HOD Meeting. 

 

Estimated Time Commitment:  Up to 5 hours per month, increasing to 10 hours per month in the three months that 

precede the annual house of delegates meeting. 

 

Student Board Members (One year term): 

Role:  Student board members are responsible for representing their class at WAPA Board Meetings. 

 

The following responsibilities apply to Student Board Members: 

● Inform their class on current WAPA initiatives, policy decisions and legislative activities that affect PA students. 

● Relay info on scholarships and other opportunities that arise as provided by WAPA. 

● Report to WAPA on their current class activities. 

● Coordinate an optional annual fundraising raffle, if desired by their class, at the WAPA spring conference, in 

conjunction with the President Elect. 

 

Estimated Time Commitment:   Up to 1-2 hours per month (and quarterly board meetings). 

 

Authors:   Joshua Lumsden, PA-C (WAPA President, 2024-2025), Mike Oechsner (WAPA Executive Director) 

 

Effective:   July 1, 2025 

Date for review:   July 1, 2027 

 

 

 



 



WAPA Position Statement Policy 
Adopted by the Board of Directors 

 

Any official position taken by WAPA on issues related to health, political, legislation, or community affairs must be in 

compliance with this policy. 

 

Position statements may be initiated by: 

• Board of Directors 

• Officers 

• Committee Chairs 

• Members at large 
 

Resolutions or motions may also direct the formation of such statements. In addition, development of position statements 

may be in response to: 

• Other organizations 

• Legislations 

• Needs recognized by Physician Assistants 

• Controversial issues 
 

If available, the American Association of Physician Associates position statements will serve as a starting point for 

WAPA’s updated position statements. Information will be added or amended to reflect legal or practice issues specific to 

Washington State. Position statements will be written in paragraph form with bullets as appropriate. 

 

Any official position statement issued on behalf of WAPA must be approved by a supermajority (2/3) vote of the Board of 

Directors. 

 


