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Florida Health Sciences Library Association (FHSLA)
Policy and Procedures

[bookmark: _heading=h.z9bta5fnrrl9]WEBMASTER
The charge of the Webmaster is to be responsible for maintaining, editing and updating the organization’s website, with input from the Executive Board.

The Webmaster is an appointed position and serves on the Executive Board as an ex-officio voting member. There is no defined term of office. 

DUTIES
1. Receive information from the Executive Board on updating the website.
2. Receive information on the upcoming Annual Meeting from the President or Vice President to create the Annual Meeting site and registration.
3. Receive information from the Treasurer and Membership Chair to update the membership form as needed.
4. Work with the Membership Chair to maintain membership-only access to the updated membership directory if hosted on the website.
5. Obtain permission from the President for other requests for information to be displayed on the FHSLA Homepage or for links to other sites.
6. Attend Executive Board and annual planning meetings as needed.
7. Submit monthly reports, if available, to the President at Executive Board meetings.
8. Meeting minutes and Annual Reports needing approval must be posted on the FHSLA website 2 weeks prior to the meeting.
9. Submit an Annual Report to the President before the Annual Meeting, which is then sent for placement in the archives.
10. Update the website with award winner details if available. Award details will come from the Honors and Awards Chair.
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