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Introduction

After being hired as a health science classroom teacher, the first question that we all face is:
AWhat i s HOSA?O0

Quickly you discover there is a lot to learn not only about teaching the subject areas but also
about sponsoring a HOSA chapter and its value to the students.

It takes time and patience to develop the balance and wisdom needed to proficiently

sponsor a HOSA chapter. Thegoodnewsis, you donét n eecbéadood k
HOSA advisor. If you focus on what really matters i the students i you will be a very
successful HOSA Advisor.

This handbook is designed to provide tips and tools you will need to be a HOSA advisor i
the first 90-day survival kit!

Have a great membership year and let me know how | can be helpful!

N =

Jane Shovlin

AzHOSA State Advisor

Arizona Department of Education
Career & Technical Education
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This handbook is designed as an introduction to HOSA for
new chapter advisors.

How do |
become a HOSA

This handbook is not intended to contain everything; it is an
overview to HOSA and its activities. There is still a great deal
advisor? of information on the HOSA website, HOSA Handbook, or in
other HOSA publications. An index to HOSA resources is
included in this Handbook to help you find the additional
information you need, when you need it.

Guiding Principles

Firstthingsfirstt You donét neetdbetagook no w
HOSA advisor. You do need to understand the purpose of
HOSA.

The purpose of HOSA is to promote career
opportunities in health care and to prepare
students to successfully pursue a health career.

With that in mind, here are some words of wisdom for you to consider.

1. HOSA is a student-led organization. HOSA members should do the leading and you
should do the Aadvising.o

2. The BEST HOSA activities support the purpose. No two HOSA chapters will look
alike, so dondét compare your <chapter act.i
your success by the growth and achievements of your chapter members.

3. Dondét keep it a secret. Be proud of w
every opportunity at your disposal to herald their achievements.

4. Make sure your chapter members are doing the work. If you are working harder than
your students, consider the purpose of HOSA and make the needed changes.

5. You don 6 doitrAeLebdt yau meed to do something. Start off sponsoring a
HOSA chapter from day one and let your chapter members set the pace.

6. Be patient with yourself. There is a lot to learn about managing a student
organization. Some of what you need to know is in this handbook. Some things you
will learn from colleagues. The rest, you will figure out yourself with time.

7. Dondt get douthdonotalvaysdd what¥ve expect them to do. When
they mess up, it isnbét personal
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8. HOSA is supposed to be fun! Look around. Make sure all HOSA members have a
reason to feel good about HOSA. Encouragei dondét pressur e.
and use the bad to improve. But most of all, sit back and watch HOSA members
achieve and succeed 1 the real reward for sponsoring a HOSA chapter
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HOSA History

HOSA (HOSA) is a national career and technical student organization endorsed by the U.S.
Department of Education and the Health Science Technology Education (HSTE) Division of
the Association of Career and Technical Education (ACTE). HOSA's two-fold mission is to
promote career opportunities in the health care industry and to enhance the delivery of
quality health care to all people. HOSA's goal is to encourage all health occupations
instructors and students to join and be actively involved in the HSTE-HOSA Partnership.

HOSA provides a unique program of leadership development, motivation, and recognition
exclusively for secondary, postsecondary, adult and collegiate students enrolled in health
occupations education programs. HOSA is 100% health care! Membership in HOSA is
restricted to health occupations students.

Since its inception in 1976, HOSA has grown steadily reaching nearly 107,000 members
through forty-seven (47) affiliated state associations and the District of Columbia and
Puerto Rico, representing 2,800 chapters in the 2008-09 membership year.

HOSA is not a club to which a few students in school join. Rather, HOSA is a powerful
instructional tool that works best when it is integrated into the HSTE curriculum and
classroom. HSTE instructors are committed to the development of the total person. Those
who join the HSTE-HOSA Partnership recognize the importance of providing students with
training far beyond the basic technical skills needed for entry into the health care field. The
rapidly changing health care system needs dedicated workers who, in addition to their
technical skills, are people-oriented and capable of playing a leadership or followership role
as a member of a health care team.

HOSA's mission is especially critical when considering the acute shortage of qualified
workers for the health care industry. It is essential that the HSTE-HOSA Partnership
maintain its momentum and encourage all HSTE instructors to integrate HOSA into their
curriculum and classrooms. This book can help achieve this worthy goal.
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AZHOSA History

2004

In 2004, the Arizona Hospital and Healthcare Association (AzHHA), the Arizona Department
of Education, and National HOSA met with the Arizona State Legislature to address the
critical shortage of healthcare professionals in Arizona. AzHHA received a HRSA grant that
included support to start HOSA in Arizona and "Pack the Pipeline" of future healthcare
workers. Arizona HOSA received its State Charter at the 2005 National HOSA Conference
in Nashville, TN.

2005

In 2005, at the ACTE Az Professional Development Conference in Tucson, AZ, HOSA was
introduced to 12 teachers as the new 100% healthcare career and technical student
organization. The first Fall Leadership conference was held at EVIT in Mesa with 125
students and advisors in attendance. A team of state officers were credentialed and
appointed to a position by a committee of educators and industry leaders.

President - Ashley Mazur, Sunrise Mt. HS

Vice President - Erik Gutierrez, CAVIT

Secretary - Leann Starr, Marana HS
Member-at-Large - Cleveland Cawthon, Sunrise Mt

2006

The 2006 Spring Leadership Conference was held in March at Phoenix College in Phoenix.
200 students competed in 25 competitions and the voting delegates from the local chapters
chose the first elected state officers.

President - Erik Gutierrez, CAVIT

Vice President - Sarah Johnson, Sunrise Mt. HS
Secretary - Elizabeth Fair, Sunrise Mt. HS
Historian - Mariana David, Sunrise Mt. HS

In June, 2006, sixty eight Arizona HOSA state qualifiers traveled to Anaheim, CA to attend
the 2006 National HOSA Conference. AzHOSA's first year ended with 683 members and
was recognized for its record first year membership.

October 2006, the Fall Leadership Conference was held at Central Arizona College in
Florence, AZ. 400 students attend the conference.
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2007

In March 2007, the second State Leadership Conference was held at Phoenix College,
attended by 450 students who competed in 50 competitive events. The voting delegates
elected a new set of state officers.

President - Amy Kijewski, Sunrise Mt.HS

Vice President - Nan Pham, Sunrise Mt. HS
Secretary - Zachary Sanders, Sunrise Mt,
Historian - Michael Servin, Thunderbird HS
Post Secondary VP - Dishon Abbs - Pima CCC

June, 2007 saw 155 students travel to Orlando FL to attend the 2007 National HOSA
Conference. Arizona was recognized for a 50% increase in membership and Elizabeth Fair
ran for National Office. The year ended with 1263 members.

On June 30, 2007, Arizona HOSA was transferred to the Arizona Department of Education
and added to their Career and Technical Student Organizations in the Career and Technical
Education Division. In September, two HOSA State Officers, Amy Kijewski and Michael
Servin, attended the first Washington Leadership Academy in Washington DC. They met
with representatives in Senator McCain's and Senator Kyle's office advocating for CTE and
healthcare for all.

In November, the 2007 Fall Leadership Conference was held at Phoenix College in Phoenix
and was attended by 450 students and advisors.

2008

In April, 2008 the Spring Leadership Conference was held at The Hotel Arizona in Tucson.
750 students attended and competed in 55 events. The voting delegates voted to amend

their bylaws dividing the state into three regions and adding three regional secondary and

post secondary Vice Presidents. New officers were elected.

President - Sheree Cole, Sunrise Mt. HS

Secondary Vice President - Central Region - Brittany Ebbing, Paradise Valley
Secondary VP - Northern Region - Nicole Scott, Payson HS

Secretary - Melissa Camp - Thunderbird HS

Post Secondary VP - Northern Region - Zachary Sanders NAU

Post Secondary VP - Central Region - Amy Kijewski, ASU

June 2008 over 200 students and advisors traveled to Dallas TX, to attend the National
Leadership Conference. The total AzZHOSA membership was 1610 and Arizona was
recognized for an 18.7% increase in membership. Tim Siemsen, Volunteer Coordinator
from the Pima County Health Department received the first Caduceus Award from National
HOSA for his work with the Student Medical Reserve Corp and his contribution nationwide.
September, 2008, Brittany Ebbing, Zachary Sanders, Nicole Scott attended the Washington
Leadership Academy in Washington DC. They had the honor of meeting with Arizona
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Congressman Radul Grijalva and representatives from several other Congressman offices.
2009

In March, 2009, AzZHOSA initiated Online Testing to qualify students for the Spring
Leadership Conference. Nearly 1000 students participated in the testing for 14 competitive
events. On April 15-17th over 850 HOSA members and advisors, 150 healthcare
professional judges and guests attended the 2009 Spring Leadership Conference at the
Hotel Arizona, Tucson. All 57 competitive events and recognition events were offered and
1st, 2nd and 3rd place winners were qualified to attend the National Leadership Conference
in Nashville, TN. The Voting Delegates elected the 2009-10 State Officers

President - Brittany Ebbing - Paradise Valley HS

Secretary - Nicole Scott - Payson HS

Secondary VP - Northern Regions - Aden Ramirez - Bradshaw MT. HS
Secondary VP - Central Region - Katy-Marie Becker, Thunderbird HS
Secondary VP - Southern Region - Israel Varela, CAVIT

Historian - Elizabeth Molina, Sunnyside HS

Post secondary VP - Southern Region - Erik Gutierrez, CAC

In June, 2009, 201 Arizonan members, advisors and guests boarded a plane and headed to
the Opryland Hotel in Nashville, TN for the 2009 NLC. Arizona HOSA received the following
recognition:

Largest Membership Increase in the Nation - 89.7%

Region 1 Largest State Increase

HOSA Membership Cup Award

General State Membership Increase

Brittany Ebbing - $2000.00 National HOSA Scholarship Recipient

Adria Laborin, Catalina Magnet HS chosen to sign "God Bless America" and the Secondary
and Post Secondary Award Sessions.

Zachary Sanders, CCC, was slated as a national officer candidate for Post Secondary VP.
Wenhao Shi, Desert Vista HS, won a $1000.00 scholarship for placing 1st in the Kaiser
Permanente Healthcare Issues Exam. Aden Ramirez, Bradshaw Mt HS and Isaac Cisneros,
Agua Fria placed in the top 10% of the nation.

Gold Medal Winners
Jordana Nelson, Page HS, Extemporaneous Health Poster
Joseph Porter, CAVIT, Interviewing Skills

Silver Medal Winners
Health Education - Lindsey Argonez, Katherine Juarez and Nayeli Torres- CAVIT

Bronze Medal Winners
Community Awareness -Maria Garcia, Adrianna Mariscal and Israel Varela - CAVIT
Epidemiology - Carlos Ramirez - Pueblo Magnet High School.

10|Page




Placing in the Top Ten in the nation were

4th Place - Medical Photography- Megan Barber, Thunderbird HS

4th Place - Public Service Announcement - Veronica Bustillos-Magdos, Alyssa Hensley,
Melissa Horning, Presley Philbrook and Samantha Williams, Thunderbird

6th Place - Forensic Medicine - Rebecca Katz and Dorothy Kimmerle, Bradshaw Mt
8th Place - Clinical Nursing -Daniel Bail, Thunderbird HS

8th Place - Medical Lab Assisting - Laura Silva, Willow Canyon HS

9th Place - Biotechnology -Patrick McCarty, Pueblo Magnet HS

9th Place - Personal Care -Christopher Leon, Sunnyside HS

9th Place - Epidemiology -Adrian Laborin, Catalina Magnet HS

9th Place -Public Health Emergency Preparedness -Stephanie Padilla and Samaiyah
Fullylove, Catalina Magnet

10th Place - Job Seeking Skills -Brittany Ebbing, Paradise Valley HS

Arizona HOSA ended the year with 3055 members.

11|Page




Types of Chapters

Before you begin, you need to know what type of HOSA chapter you will sponsor. No two
HOSA chapters are exactly alike, beginning with the chapter structure. Here are a few
examples of different types of HOSA chapters.

Comprehensive High School - Single Advisor

Most HOSA chapters are at traditional high schools with a Health Science program. The
teacher serves as the HOSA chapter advisor. All students enrolled in the health science
program are chapter members. Students not enrolled in the program who plan to pursue a
health career can also join the HOSA chapter.

Magnet School or Technical Center i Multiple Advisors

At the secondary (high school) and postsecondary (college) levels in magnet schools,
community colleges, or technical centers, there are often multiple instructors in a variety of
programs. An instructor may group all of his/her students as one HOSA chapter.
Sometimes, all of the students in a specific program (for example, dental assisting students)
may organize under one HOSA chapter with multiple advisors. Sometimes, an entire school
may form one HOSA chapter with many different advisors.

Off Site Chapter

A program which is operated at a local community college or JTED can form a HOSA
chapter. All you need is a faculty or staff member to serve as the chapter advisor and dues-
paying members who plan to purse a health career. The chapter may also be located at
one of the participating schools.

No matter how you organize your HOSA chapter, remember that:
e Each chapter must have a dues-paying chapter advisor.

e Only affiliated HOSA chapters can call
resources available to HOSA members.

12|Page




Levels of Membership

When HOSA members join a HOSA chapter, they also join their state association and
National HOSA. Some states have an additional level of membership between the local
chapter and state level. Membership at all levels is required. There is no HOSA
membership at only one level.

“,

National Level

. \
7
a ) /)
R =0
State Level : \ g;‘,’
\ : 3
3 — ’ g
Local Level S \

b gl

HOSA members, including advisors and professional members, pay affiliation fees or dues.
State and national affiliation fees can be found onthe HOSAwe bsi t e under t
menu at the top of the home page. Local chapters set their own chapter dues if desired.
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Arizona HOSA Membership Options

AzHOSA
Membership
| |
Regular Membersh Program Affiliation
Dues- $16.00 per Dues- discountfor
member all members
National Dues and One PO and one
state dues are paid by check paid to
the chapterdirectlyto
National HOSA GZLOSA
Each student membe Each member adde
added requires a new AzHOSA pays
PO and payment to :
National HOSA

National HOSA
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2009-10 Arizona HOSA State Membership Affiliation
Program

Arizona HOSA prepares students for a career in healthcare by providing
opportunities to develop the knowledge, skills, professionalism needed to be
successful in that career.

The Arizona HOSA State Membership Affiliation Program allows all eligible career
and technical students and teachers to effectively integrate HOSA into Nursing
Services, Allied Health Services, Bioscience, Dental Assisting, Diagnostic and
Intervention Technologies, Mental and Social Health Services and Therapeutic

Massage programs.

For assistance or questions, please contact the Arizona HOSA office at
(602) 228-5281 or emaill

Philosophy of why to affiliate with Arizona HOSA:

e Involvement in HOSA is an integral part of a Nursing Services, Allied Health Services,
Bioscience, Dental Assisting, Diagnostic and Intervention Technologies, Mental and Social
Health Services and Therapeutic Massage programs and therefore should not be optional

e Participating in Career and Technical Student Organization (CTSO) activities helps students
develop additional employability skills that cannot be duplicated at the classroom level.

e Students understandtherol e and i mportance of # phelweéltecars i o
workforce.

e Students receiving education through a complete Nursing Services, Allied Health Services,
Bioscience, Dental Assisting, Diagnostic and Intervention Technologies, Mental and Social
Health Services and Therapeutic Massage program will not only enjoy a well-rounded
educational experience that leads to higher career satisfaction rates but will also experience
significantly decreased drop-out rates and overall higher grade point averages.

e Teachers have many networking and professional development opportunities at local, state and
national levels.

e Students and teachers benefit from curricula, leadership and skill development experiences that
enhance the State ofTeArhinziocnaal 6 sgd uCaarteieorn abidv i ¢

What is the State Membership Affiliation Plan?

The State Membership Affiliation Plan allows students who are enrolled in a Nursing Services, Allied
Health Services, Bioscience, Dental Assisting, Diagnostic and Intervention Technologies, Mental and
Social Health Services and Therapeutic Massage Program to be eligible for the benefits and
opportunities of HOSA as a part of the total program delivery. This plan also focuses on the
development of essential employability, participative and attitude development skills as called for in
the U.S. Department of Laborés Secretaryobds Con
Report.
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Under the State Membership Program Affiliation Plan, all students are HOSA members. All students
in a Nursing Services, Allied Health Services, Bioscience, Dental Assisting, Diagnostic and
Intervention Technologies, Mental and Social Health Services and Therapeutic Massage Program
are simply signed up using a scaled membership affiliation fee.

How Does the State Membership Affiliation Program Work?

For a flat fee, all students in a single Nursing Services, Allied Health Services, Bioscience, Dental
Assisting, Diagnostic and Intervention Technologies, Mental and Social Health Services and
Therapeutic Massage Program joins HOSA under an agreement and fee based on student
enroliment. Invoices will be e-mailed to you from Arizona HOSA, and all payments need to be
mailed to the state office.

What are the Benefits of State Membership Affiliation?

A Eliminate dues collection.

One fee covers all students in a Nursing Services, Allied Health Services, Bioscience, Dental
Assisting, Diagnostic and Intervention Technologies, Mental and Social Health Services and
Therapeutic Massage Program. Please note that affiliation on the chapter level is designed to
eliminate individual dues. As a part of this program, local dues may not be collected. Other
fees may be collected by the school under curriculum or activity fees in accordance with local
or state policy.

A Each State Affiliated HOSA chapter will receive the following curriculum
and services:

- Chapter visit from the State Advisor or a State officer
- Discount on Conference Registration Fees

A Participate in quality training

Arizona HOSA offers premier training for chapter leaders which can be brought back to
and utilized in each local program.

How is pricing calculated for a State Membership Affiliation Program?

State Membership Program Affiliation pricing categories are based on the Nursing Services, Allied
Health Services, Bioscience, Dental Assisting, Diagnostic and Intervention Technologies, Mental and
Social Health Services and Therapeutic Massage Program enrollment submitted by schools during
the 2008-09 school year. Your initial affiliation category is determined by your 2008-09 program
enrollment numbers your school submitted to the Arizona Department of Education/CTE Division.

If, during the course of the year, your program enroliment number exceeds your current category
limit, the school will be invoiced for the difference. The additional charge will be the difference
between the current affiliation category fee and the new higher affiliation category fee.
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All schools fit within one of the following categories:

Affiliation Category Dues
1lto 25 Students $352
26 to 50 Students $704
51 to 75 Students $1,056
76 to 100 Students $1,408
101 to 125 Students $1,760
126 to 150 Students $2,112
151 to 175 Students $2,464
176 to 200 Students $2,816
201 to 225 Students $3,168
226 to 250 Students $3,520
251 to 275 Students $3,872
276 to 300 Students $4,224
301 to 325 Students $4,576
326 to 350 Students $4,928
351 to 375 Students $5,280
376 to 400 Students $5,632
401 to 425 Students $5,984
426to 450 Students $6,336
451 to 475 Students $6,688
476 to 500 Students $7,040
501 to 525 Students $7,392
526 to 550 Students $7,744
551 to 575 Students $8,096
576 to 600 Students $8,448
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Included in the Program Affiliation fee are:

o Al | s t medhkershipdirsthe State and National HOSA Organization

¢ Advisor membership in State and National HOSA Organization

What is required to sign up for the State Membership affiliation Plan?

A Fill out and submit the affiliation contract. Upon receipt of the affiliation contract, an invoice
will be issued for the appropriate amount

A Logon to www.hosa.org website and enter all student names and information. You will
need to know your chapter ID number and password in order to affiliate. If you are a new chapter
you will need to contact the HOSA State Advisor for a chapter ID and password.

A Submit all necessary forms and maintain current financial standing. All Advisors must fill out
and turn in the following forms

Chapter Registration Form

Advi sor 6s St atemeam of Assurance F
Advisor Code of Conduct

Chapter Bylaws

Program of Work

All students who attend any HOSA events must also complete a HOSA Code of Conduct and a
Medical Liability form. In addition prompt payment for this and other fees incurred throughout the
year is also requisite of any chapter choosing to affiliate.
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2009-10 Arizona HOSA State Membership Affiliation Contract

Chapter Name:

Advisor

Signatures below indicate that parties involved have an understanding of monetary
obligations, timelines and expectations associated with affiliation.

Advisor Signature (required): Date:

School Principal signature (required): Date:

Program Name

Name of Courses in Sequence

A Program Affiliation (per fee schedule) =

Total Amount Due = $

Make check out to fAAri zona HOSADO

Return this form by September 29, 2009 to: Arizona HOSA
1535 West Jefferson-Bin #42
Phoenix, Arizona 85007

Phone: 602-228-5281
Fax: 602-364-4035
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How HOSA Benefits Students

HOSA is a 100% health-care student organization giving students an opportunity to meet
and socialize with other students who have a shared interest.

Nearly 117,000 career-minded healthcare students have been attracted to HOSA and its
mission since 1976 , experi encing HOSAG6s unique prog
motivation and recognition. There are over 2,800 HOSA chapters, and students who have
completed high school may continue their involvement in postsecondary chapters and
through alumni division activities.

HOSA members are proud to belong to one of the ten (10) national career and technical
student organizations recognized by the U.S. Department of Education and the only career
and technical student organization endorsed by the Health Science Technology Education
Division of the Association for Career and Technical Education.

Just as laboratories in science classes allow students to put theory into practice, the HOSA
lab lets members test their personal and leadership skills in real life. HOSA members have
the opportunity to participate and/or compete in area, state and national leadership
conferences. Motivated students polish their skills and receive a sense of self
accomplishment as well as recognition.

Research studies have shown clearly that leadership experiences in high school and college
predict later leadership in adult business and social activities. And leadership experiences in
organizations such as HOSA relate more closely to adult success than does academic
achievement. Through those leadership experiences, HOSA provides students with
opportunities to become the best they can be as they pursue rewarding and challenging
careers in the vital health professions.

HOSA provides opportunities for the student to make a well informed career choice among
the many health occupations, which in turn aides the students in making a more realistic
career goal. Students who are exposed to the health field in high school also tend to
understand the need to be flexible for inevitable career changes.

HOSA provides leadership development by developing character and promoting responsible
citizenship. Students develop an understanding of current health care issues and an
awareness of environmental concerns through competition and classroom academics.
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HOSA members are eligible for additional scholarship opportunities.

HOSA members have an opportunity to meet outstanding leaders in the health professions
and attend educational seminars specific for HOSA members.

HOSA helps students learn basic survival skills such as time management and working with
a group or team.

HOSA activities are geared to help students build self-esteem.

HOSA activities give students opportunity to improve communication skills.
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Steps for Starting a HOSA Chapter

Now

that youbve decided to sponsor a HOSA

need to take to get started.

If this is a new chapter, contact the AzZHOSA State Advisor and indicate your
interest in affiliating a HOSA chapter. The state advisor will direct you to
www.azhosa.org . There you will find the forms required to submit to register
your chapter. If this is a new chapter at a school or college, be sure you have
the proper authorization from administration to have a HOSA chapter.

Once your forms are completed and received by the state advisor, you will
receive your Chapter number and password. Using the Online Membership
Instructions, enter the names of those students that have indicated that they
want to join the HOSA chapter. You will need their name, address and e-mail
when you register them for HOSA online. It is highly advised that all
students become members of HOSA as it is important to integrate HOSA into
the classroom so all students can take advantage. It is important to give
students a deadline for paying their dues and affiliate those members who
paid. You can submit a supplemental application to submit those members
paying after the deadline.

ltés as easy asavehHOSAchadler. Ifgaudamgtoa h
program that already has a HOSA chapter, your next steps will involve

| earning about the HOSA chapter fro
chapters have chapter officers, which is an excellent place to start. They
should share with you the history of the HOSA chapter and their expectations
for the coming year.

If you are starting a new HOSA chapter, you should review the information on the following
pages entitled: i Or gani zing a New HOSA Chapter. o
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Organizing a NEW HOSA Chapter

If you are starting a new HOSA chapter, you have a wonderful opportunity to create an
exceptional student organization.

Thegood newsisé. you can | ead the chapter in a d
purpose of HOSA.

FIRST 1 GET APPROVAL. Make sure you follow the rules of your institution and get the
support of your administrators. This may include asking a professional colleague to serve
as a co-sponsor of your HOSA chapter.

SECOND i DEVELOP INTEREST. Tell your students about the purpose of HOSA, and
refer them to the HOSA website for more information. Give them an assignment to surf the
HOSA website and then suggest ideas for their HOSA chapter. Begin explaining the
importance of a being a member of an organization such as HOSA. Most students today
are very computer literate and will find this an easy assignment.

THIRD i HAVE A START-UP PLAN. One option would be to have interested students
choose a planning committee to put together the pieces such as:

e Constitution and bylaws

e Plan for electing officers

FOURTH T EMPOWER THE STUDENTS TO LEAD. Students need encouragement,
guidance, and responsibility. If you let them know what they need to do, they will get it
done. Your job is to give them a helping hand to get them started and guide them along the
way.

FIFTHT AFFILIATE. Choose a membership plan,
collect dues and complete your online chapter
affiliation. Your students are not HOSA members

NATIONAL HOSA HANDBOOK SECTION C

unless they pay their dues and are properly e T O
affiliated. AND MANAGING A
HOSA CHl_\_PTER

FINALLY 7 GIVE THEM THE RULE BOOK. The
best resource for organizing a HOSA chapter is the
HOSA Handbook Section C, which can be found on
the HOSA website at
http://www.hosa.org/natorg/SectionC.pdf This is an
excellent resource for everything HOSA members
need to know to lead a HOSA chapter.
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Chapter Advisor Job Description

This list includes a number of tasks and responsibilities often performed by HOSA chapter

advisors.

1.

10.

11.

Help the students to establish a Program of Work, which is a list of activities,
projects and events for the year.

Acquaint students and parents with HOSA and identify the individual rewards
gained through its instructional activities.

Assist officers in carrying out their responsibilities, supervise committee activities,
provide time for business and program meetings in which students assume
responsibility, and expedite the practice of good parliamentary procedure at all
times.

Oversee the ceremonial functions, such as installation of local Chapter officers.

Initiate competitive events, emphasizing good sportsmanship, while assisting
students to evaluate their own progress.

Encourage students to attend functions open to them and supervise them during
attendance.

Encourage fund-raising activities and supervise the financial aspect.

Monitor, revise, and constructively critique all reports (Secretary, Treasurer,
committees, etc.).

Encourage capable members to seek local, state, and national offices.

Assist students in preparing for leadership activities and competitive events and
coordinate other forms of student recognition.

Encourage Chapter participation in district, state, regional, and national
conferences.
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Chapter Advisor Job Description (continued)

12. Identify contacts with members of the professional community relative to the

student organization.

13. Suggest resources--people, places, and materials to finance and implement the

Program of Work.

14. Inform the school administration, faculty, students, parents, career and technical
educational advisory council, and the community, as well as state and national
offices,of t he Chapterés achievements.
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HOSA Program of Work
WHAT?

A program of work is a written outline of the activities an organization plans to accomplish
during the year.

WHY?

The Program of work should relate to the mission and goals of HOSA and meet the
educational objectives of the Health Science clusters. A well-balanced Program of Work
involves members in a variety of experiences designed to meet their needs, as well as the
needs of the organization, local chapters, and the community.

HOW?

As the program of work is initiated by members, it is important to have buy-in from the start
of your members. Remember things may be added and removed as the year goes on, but a
program of work gives your group an outline of the things they would like to accomplish.

WHEN?

At the beginning of the school year, each chapter needs to develop a Program of Work and
submit it to the state office by September 29, 2009.
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The Program of Work

The Program of Work is a plan of activities for the year. Most chapters will have a planning
meeting at the beginning of the school year to plan out their chapter events for the year. A
Program of Work might look something like this.

September
Officer installation
Develop Plan of Work to
determine what activities
the chapter will be involved
(especially Recognition
Events)
Attend regional (or State)
HOSA Fall Leadership
Workshop

October
Float in
homecoming
parade
Guest speaker at
chapter meeting

November
Sponsor a family at
Thanksgiving
Donate food to health
department food drive

December
Toys for Tots collection
Visit nursing home

January
Bloodmobile
Fundraising for
HOSA National
Service Project

February
Regional Conference i
Competitive events
Guest speaker at
chapter meeting

March
BBQ dinner fundraiser for
State Conference
School clean-up day with
other CTSO members
Local CE practice event
with local healthcare
professionals

April
HOSA State
Conference

May
School board
recognition of state
winners
Appreciation activity
for health industry
partners
Election of new
Officers
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June- Attend the National Leadership Conference

The HOSA Handbook, Section C, goes into more detail about developing a Program of
Work. Important keys to keep in mind are:

e |t doesndt need to be el aborate.
e Activities can be added or revised during the year.

¢ HOSA student members should take ownership of the Program of Work.
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Go to the HOSA website-http://www.hosa.org

1.

Advisor Scavenger Hunt

Click on Advisor Services
Click on State Advisor

What is the name and phone number of your State advisor?

Click on Advisor Services
Click on Lesson Plans

Which of the lesson plans do you think you could possibly use?

Click on National Conference

Where is the National conference scheduled to be held in 20107

Click on Members Services
Click on Competitive Events

Look at one (1) competitive event under each of the event categories.
Which ones strike you as something you would like to try?

Click on Member Services
Click on Student Membership Handbook

Look at the Competitive Event Synopsis pages 10-12.
Are there any additional competitive events you would like to try?

Click on E-Magazine
Click on Advisors Corner
Click on Advisor Tips-Read (good information)

Click on Search HOSA
Type in HOSA Bowl
Note there are pages of information for you and students to utilize

Click on test on page 2 or HOSA history (student study material)
Search again

Type in Medical Term

Note the pages of materials to help students with competition
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Student Scavenger Hunt

Go to the HOSA website-http://www.hosa.org

1. Click on State Affiliates
Click on your State

What is the name and phone number of your State advisor?

2. Click on Member Services
Click on HOSA State Leadership Conference.

What city is your state conference going to be next spring?

3. Click on National Conference

Where is the National conference scheduled to be held in 2010?

4. Click on Member Services
Click on Competitive Events

Look at one (1) competitive event under each of the event categories.
Which ones strike you as something you would like to try?

5. Click on Member Services
Click on Student Membership Handbook
Look at the Competitive Event Synopsis pages 10-12.

Are there any additional competitive events you would like to try?

6. Click on E-Magazine
Click on Leadership
Click on HOSA Icebreaker. (This could be used at the Fall Leadership Conference or at one
of our first HOSA meetings.)

7. Click on Search HOSA
Type in HOSA Bowl
Note there are pages of information for you to utilize.

Click on the test on page 2 or HOSA history (student study material).
Search again.

Type in Medical Term
Note pages of materials to help students with competitions.
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8. Click on HOSA Media
Click on HOSA 2008 Promo

List two (2) things that you learned about HOSA that you did not already know:

9. Click on National HOSA
Click on Resources

Does the competitive event you previously looked at have any suggested
materials?

10. On the HOME Page for HOSA what is the National Theme for this year?

11. On the HOME Page for HOSA what is the National Service Project and where can you get
more information on the project?

12. Click on Member Services
Click Student Leadership Handbook

Refer to page 6 of the handbook for the benefits of becoming a HOSA member. What
benefits do you think HOSA can provide you?
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HOSA Officers
DUTIES OF CHAPTER OFFICERS

President:

AConduct meetings according to chapter bylaws and standing rules
ATake the leadership role when working with officers and members
ADevelop Program of Work and coordinate activities with chapter advisor
AKeep chapter meetings and activities on task

AAppoint committees and serve as an ex-officio member

Vice President:

AAssist the president in all leadership functions

APreside over chapter activities in the absence of the president
AAssume the duties of president should the office be vacated

ACoordinate all committee work

Secretary:

APrepare the minutes of meetings, chapter correspondence and reports
AHelp develop meeting agendas with the president

ARecord the roll at all chapter meetings

AWork with the treasurer in maintaining membership data

ARead minutes and communications at chapter meetings

Treasurer:

AMaintain efficient management and documentation of chapter funds
AHelp collect state and national HOSA dues

AKeep financial records neat and accurate

AAssist in preparing the chapter budget
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Historian:

AMaintain a history of local HOSA chapter activities throughout the year, they may
want to save this in a notebook or make a slide show

ACompile the local chapteros Outstandirr

APresent the Outstanding HOSA Chapter book at Competition

Reporter:

AMaintain written records of chapter successes and achievements
ASubmit articles to local newspapers, state and national HOSA
ACoordinate the publication of chapter newsletters

ASubmit chapter newsletter in the National HOSA Chapter Newsletter event

Some chapters also elect a:

Parliamentarian:

¢ Watches over meeting and enforces the use of correct parliamentary procedure
Sergeant at Arms:

¢ Helps to maintain order (not that anything in a HOSA meeting is likely to get out
of order)

Classroom representative (replaces the reporter; one per classroom):

e Helps to keep members informed
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Officer Installation

You will want to get officers elected and installed as soon as possible. Your officers should
take work load off of you (remember HOSA is a student-led organization, you are there to
advise and help out, not to do all the work). Installation should occur at one of your HOSA
meetings. You can find the official installation ceremony at the National HOSA website
http://www.hosa.org/natorg/hosa _installation _ceremony.pdf or use one that is not so
official, but more of the lighter such as the one below used by a clever instructor from
Texas :
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Team Building and Leadership

A big part of HOSA is helping students to realize and reach their leadership ability and what
a good team member looks like.

Characteristics of Effective Teams

10.
11.
12.
13.
14.

15.

a clear goal

a focus on achieving results

a plan for reaching the goal
commitment to the goal
competent members

decision by consensus
diversity among team members
effective communication skills
high standards of excellence
informal climate

openness to new ideas
periodic self-assessment
recognition for team accomplishments
shared leadership

sufficient resources
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Teaming Skills
Some guidelines to help your newly formed group are as follows.

Team Meetings
e Set the agenda by defining goals and desired outcomes
e Keep the meeting on task
e Brainstorm ideas
e Resolve differences by consensus
e Assign follow-up tasks and items
e Evaluate the session and end on time
Brainstorming to Generate Ideas
e Define the problem/task
e Document ideas
e Set ground rules
1. Treat all participants with respect
2. Allideas have value
3. No debate or discussion of ideas
Reaching Consensus

Consensus is a decision in which everyone participates and everyone can live with and
support.

e Develop criteria for the decision
¢ Find areas of common agreement
e Develop a consensus proposal

e Ask for a show of consensus
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Conflict is Okay if Managed
e Conflict is essential to critical thinking because members must feel the freedom to differ

¢ Manage constructively
1. Use ground rules
2. Acknowledge difference as they occur
3. Look for common ground and identify alternatives
4. Resolve quickly by consensus

Team-Building Process

The Forming 1 Storming i Norming i Performing - Adjourning model of group
development was first proposed by Bruce Tuckman in 1965, who maintained that these
phases are all necessary and inevitable in order for the team to grow, to face up to
challenges, to tackle problems, to find solutions, to plan work, and to deliver results. This
model has become the basis for group development and team dynamics.

¢ Forming. Members of the chapter meet and learn about the opportunity and
challenges, and then agree on goals and begin to tackle the tasks.

e Storming. Every group will then enter the storming stage in which different ideas
compete for consideration. The members address issues such as what problems they
are really supposed to solve, how they will function independently and together and
what leadership model they will accept. Team members open up to each other and
confront each other's ideas and perspectives.

¢ Norming. Team members adjust their behavior to each other as they develop work
habits that make teamwork seem more natural and fluid. Team members often work
through this stage by agreeing on rules, values, professional behavior, shared methods,
working tools and even taboos. During this phase, team members begin to trust each
other. Motivation increases as the team gets more acquainted with the project.

e Performing. High-performing teams are able to function as a unit as they find ways to
get the job done smoothly and effectively without inappropriate conflict or the need for
external supervision. By this time they are motivated and knowledgeable. The team
members are now competent, autonomous and able to handle the decision-making
process without supervision. Dissent is expected and allowed as long as it is channeled
through means acceptable to the team.

e Adjourning. Members celebrate accomplishments and the team breaks up.
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Leadership and Team Building Activities

An incredible and free site that has hundreds of team building and ice breaker activities can
be found at http://wilderdom.com . The team building activities are designed to help groups
develop effective communication and problemi solving skills. Spending some time building

your chapter with activities will promote a closer and more functional group, not to mention

students have fun while doing them.

As a new advisor, it is important to spend some time getting to know your students. These
activities can be used in the classroom or after school at HOSA meetings.

Why use icebreakers?

create a positive group atmosphere
help people to relax

break down social barriers

energize and motivate

help people to think outside the box
help people to get to know one another

A quick ice breaker found at the site includes:

38|Page


http://wilderdom.com/

Two Truths and a Lie
Brief Description

People write down two truths about themselves and a lie. Then introduce the three
"facts" to the rest of the group who tries to guess which one is a lie.

o A different kind of get-to-know-you activity which engages and challenges
each group member in a fun way

o Particularly useful as an icebreaker, e.g. can be used as an opener for a
workshop/conference.

« For large groups (e.g., 30+), it is best to split into smaller group sizes.

e Hand out cards or paper and pens (or if participants bring their own, that's
fine)

o Explain that in this activity each person will write two truths and a lie about
him/her and then we will try to guess each other's lie. The goal is to: a)
convince others that your lie is truth (and that one of your truths is the lie) and
b) to correctly guess other people's lies.

o Allow approx. ~5+ minutes for writing 2 truths & a lie - this isn't easy for a lot
of people - there will some scribbling out, etc. The slower people will
probably need to be urged along to "put anything you can think of* down.
Allocate 5-8 minutes, but you will probably need to urge people along.

e Announce that we will now walk around and chat with one another, like a
cocktail party, and ask about each other's truths and lies. The goal is to quiz
each person about each statement to determine which is true and which is lie,
while persuading other people into believing your own lie is a truth. At the
end we will caste our votes and find out the truth.

o Emphasize that people should not reveal their lie, even if it seems others
might have guessed.

e Allow min. 10-15 minutes of conversation time.

o Gather together in a circle. Start with one person who reads their three
statements aloud (to remind everyone). Then read the statements again,
stopping to allow a vote for each one. e.g., "l am Turkish. Who thinks that is
alie? [Vote] | am vegetarian. Who thinks that is a lie? [Vote] | have a metal
pin in my right leg. Who thinks that is a lie? [Vote]. OK, my lie was "l am
vegetarian."

e The facilitator will need to help each person out, especially initially until the
basic format is understood. The facilitator may add drama and reinforcement,
etc. for correct guesses, tricky statements, etc.

e The exercise can be run competitively, e.g., count up how many correct

guesses of other people's lies and take away the number of people who
correctly guesses your own lie. Highest score wins (honesty counts!).

Equipment Time

Paper, pens 15-20 minutes
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Another activity that students enjoy doing together and proves that more than one
head is better is the Candy Quiz

Candy Quiz

Fill in the candy names for the following hints:

1. LITTLE HILLS OF DIRT
2 AN AUTHORO®GS NAME
3. AFAMOUS STREET

4. MOST EVERY FRIDAY NIGHT
5. SOME JOLLY FELLOWS
6

7

8

9

A NUT AND HAPPINESS
WHAT BEES MAKE
A GREASY ONE OF FIVE
A FAMOUS BALL PLAYER
10. A PLANET
12. A HEAVENLY BODY
13. A BABYdS MEAL AND A BOMB
THAT DOESNG6T WORK
14. 1/10 OF $1,000,000
15. THE FREEZING POINT OF
WATER (CELSIUS)
16. THE SAME 2 CONSONANTS
17. A GIGGLE
18. HELP WITH DROWNING
19. A SOUR DRIP
20. TWO FEMALE PRONOUNS
21. AN ANNUAL EVENT IN BOSTON
22. A LIGHT IN THE SKY THAT POPS
23. A PLACE WHERE MONEY IS MADE
24. FAT, LUMPY
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10.
12.

© N o g bk~ 0N PRE

Candy Quiz Answer Key

LITTLE HILLS OF DIRT

Mounds

AN AUTHOROGS NAMEOGHenry

A FAMOUS STREET

MOST EVERY FRIDAY NIGHT
SOME JOLLY FELLOWS

A NUT AND HAPPINESS
WHAT BEES MAKE

A GREASY ONE OF FIVE

A FAMOUS BALL PLAYER

A PLANET

A HEAVENLY BODY

5™ Avenue
Pay Day

3 Musketeers
Almond Joy
Bit of Honey
Butterfinger
Babe Ruth
Mars

Milky Way

13. A BABY®6S MEAL AND A BOMB
THAT DOESNOT WORK MikDud

14.
15.

16.
17.
18.
19.
20.
21.
22.
23.
24.

1/10 OF $1,000,000

THE FREEZING POINT OF
WATER (CELSIUS)

THE SAME 2 CONSONANTS

A GIGGLE

HELP WITH DROWNING

A SOUR DRIP

TWO FEMALE PRONOUNS

AN ANNUAL EVENT IN BOSTON
A LIGHT IN THE SKY THAT POPS
A PLACE WHERE MONEY IS MADE
FAT, LUMPY

100,000 Bar

Zero

M&M
Snickers

Life Saver
Lemon Drops
Her-she-y
Marathon
Starburst
Mint

Big Hunk
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Human Rope

The purpose of this activity is to promote teamwork. The game never turns out the same, so
any participants that state that they already know how to do it should be encouraged to join
in the fun.

Instruct all members of the group from (6-16 people) to place their hands in the middle of
the circle and to grab the hand of another member. It should not be the hands of someone
next to them. Then instruct the group to untie the human knot without letting go hands and
to form a circle.

Did they work as a team?
Did someone immediately take charge?
Discuss what was hard and what was easy?

If the team decides to do it again...how did it turn out differently?
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Shape It/ Form It

Equipment:
e Blindfolds for most all of the participants.
e Along rope or a really long extension cord that is connected.

Purpose: Group to practice their verbal skills and teamwork

Goal: For student to form a shape with the rope by communicating verbally while
blindfolded.

Rules:

1. Instruct students to spread themselves out.

2. Each student should be holding onto a section of the rope.

3. Students should then lay down the rope and put on their blindfolds.
4. Student then needs to pick up the rope in front of them.

5. Instruct the group to form a shape such as a triangle, square, star,
horseshoe, rectangle, etc.

6. When the group thinks that they have formed the shape correctly have the
students lay the rope on the floor, step back and remove the blindfold and
observe the results.

7. Discuss how the team worked together, who took charge...did everybody
agree with the plan?

Shape It and Form It

The purpose of this activity is for members of the group to practice their verbal
communication skills and teamwork. To do this activity you will need blind folds for all of the
members. You will also need a long rope or you could use a really long extension cord that
is connected in a circle. Instruct the students to put the blindfolds on. Then instruct students
to pick up the rope and hold it in their hands. Then tell the group the shape that they are
trying to form, for example, a triangle, a square, a star, rectangle, a horseshoe, etc. When
the group thinks they have formed the shape correctly, have student remove blindfolds and
look at the results for themselves. Discuss how the team worked together, who took
charge...did the others agree with the plan? To change the game, you may want to have a
couple of the students participate without wearing blindfolds so they can see what is going
on but they are muted and cannot tell anyone else what is going on.
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Trust Walk

Equipment: Blindfolds for the team members.
Obstacle course of some kind which can be chairs, trees, poles, etc.

Purpose:
e For students to gain experience in the use of their verbal skills
e For students to gain experience in being a leader of a group
e For students to gain trust in leaders

Goal:

For the leader to take students blindfolded on a walk through an obstacle course of some
kind using only their verbal communication skills.

Rules:

1. Students need to form a straight line.

2. Students need to place blindfolds over eyes.

3. Select one student to act as leader (you can pick anyone, but you may want  to pick
one of the really quiet students).

4. The student who acts as leader will remove his/her blindfold.
5. Students in line should hold onto the shoulder of the student in front of them.

6. Then have the leader follow you through an obstacle course with the leader  verbally
calling out directions for the student to follow...students further down the line should
also be giving those same directions to the people behind them for safety purposes.

7. At the end of the walk discuss what the leader did well and what the leader could
possibly improve on with their verbal skills to have made it easier for the group.

8. Discuss with the group how it felt to be blinded and having to trust this person as the
leader.

9. At any time during the walk you may mute another member if they seem to be taking
over.
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Trust Walk

This activity can be done either outdoors or indoors. To do this activity, you need blindfolds
for most of the members of the group. The purpose of this activity is for students to gain
experience in the use of their verbal skills. Instruct students to form a single line and to put
blindfolds on. Feel free to change who is the leader and to rearrange the line. Then allow
the person who is at the beginning of the line to follow you on walking through an obstacle
course. Students in the line should have their hands on the person's shoulders in front of
them for the remainder of the walk and may call out instruction that were given to them to
those behind them. This can be a real boost in the leader self-esteem to see the others
trusting them as a leader. At the end of the walk, discuss what the leader did well and what
they could possibly improve on to have made it easier for their group. If time allows, change
leaders. At any time during the walk, you may mute another member if they seem to be
taking over.

Bingo

You may want to use a the old game of BINGO and students go around meeting each other
and signing off on the blanks that describe something about themselves.

Find the Bingo game on the next page of this Handbook.
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BINGO GAME

Someone
who always Someme with blonde Someone who
smiles Someone with 3 brothers hair owns a
at least 12 inches long motorcycle
Someone
who owns a Someone who hates Someone who
dog Someone who is wearing jogging owns a horse
contact lenses
Someone who has
An amateur Someone who got a worked
photographer Sign your own name haircut with youth for over
last week 5 years.
Someone Someone who went to Someone who owns a] Someone wearing
who has been youth pet hoop ear
to Canada camp boa constrictor rings
Someone Someone who plays [ Someone who ate
who uses Someone who weighs unde football at Burger
Colgate 100 pounds King last week
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Competitive Events

Up until this point, our focus has been primarily on the local HOSA chapter. Every person
who plans to pursue a health career and joins HOSA should experience the benefits of
HOSA membership at the local level. Those benefits include:

e Service learning opportunities (community service)
¢ Networking with area healthcare professionals

e Leadership

e Responsibility

o Positive affiliation (as the member of a peer group)

Some chapters focus most of their energies at the local level and provide a very meaningful
experience for chapter members.

Some chapters participate in regional (area), state and national conferences and
competitions in order to further their knowledge and understanding of the health
professions. For those chapters, HOSA offers the National HOSA Competitive Events
Program.

The venues for the competitive events program include a series of leadership conferences.
A very active HOSA chapter will have student members involved in various levels of
competitive events. Students who qualify (win) can compete at their state leadership
conference. Each state association is allowed to enter the top three winners in all events,
except the Recognition Events, for the HOSA National Leadership Conference (NLC) that is
held every June in a different city across the United States. (See HOSA Handbook, Section
B, Rules and Regulations, to learn more about competition opportunities for Recognition
Events.)

HOSA Competitive Events I An Overview

There are currently 57 different HOSA competitive events. Most events have
secondary (high school) and postsecondary/collegiate divisions.

e All of the events are designed to prepare students to successfully pursue a health
career.

e All of the events are an extension of what is taught in the health science classroom.
e The instructions for all competitive events are found in the event guidelines which

are in the HOSA Handbook, Section B, or
http://www.hosa.org/natorg/sectb/index.html on the HOSA website.
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