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POLICY/LIST OF GENERAL DUTIES:

1. Attend all ICRA Board of Directors meetings.
2. Communicate relevant information about the Indiana State Cancer Registry to the ICRA Board of Directors and members.
3. Serve as a resource for State Cancer Registry requirements and activities.
4. Provide educational workshops for registrars in conjunction with ICRA.
5. Submit articles for The Indiana Abstract newsletter in a timely manner.
6. Provide an update of State Cancer Registry activities at the annual ICRA Fall Conference, if needed.

PROCEDURE/DESCRIPTION OF POSITION & LIST OF RESPONSIBILITIES:

1. Term of Position:
a. The term of the Liaison position begins at the end of the annual Fall Conference and runs through the year to the following annual Fall Conference.
2. Composition:
a. One person appointed by the President.
3. Responsibilities:
a. Board of Directors’ Meeting:
i. Inform President and Secretary in advance if you cannot attend meeting.
ii. Prepare and complete status reports of activities relating to the State Cancer Registry that may affect ICRA members, as assigned.
iii. Complete other special assignments.
iv. Make enough copies of reports for board members and distribute at board meetings.
b. Communication:
i. Include relevant information in routine status reports or other special reports.
ii. Make enough copies of reports for board members and distribute at board meetings.
c. Resource for State Cancer Registry Requirements:
i. Keep board members informed of State reporting requirements and activities through verbal and written communications.
ii. Prepare special reports, as needed.
iii. Make enough copies of reports for board members and distribute at board meetings.
d. Educational Workshops:
i. Work with ICRA Educational Chair on topic ideas for workshops.
ii. Help obtain speakers for workshops.
iii. Prepare handouts for workshops, if needed.
iv. Set up workshop meeting space with necessary equipment.
v. Obtain Continuing Educational hours from NCRA, if appropriate.
vi. Request funds for workshop refreshments from ICRA President.
vii. Make arrangements to provide refreshments, if appropriate.
viii. Work with ICRA Treasurer for reimbursement issues.
e. Articles for The Indiana Abstract:
i. Write articles about activities at the State Cancer Registry that affect ICRA members.
ii. Focus on educational information in articles.
iii. Submit articles to ICRA Public Relations Chair before due date in format specified.
f. Annual Indiana State Cancer Registry Update during the ICRA Fall Conference:
i. Write annual report of activities and accomplishments and submit to ICRA President before due date.
ii. Address the membership with an update of State Cancer Registry activities during the annual Fall Conference, if appropriate or needed.

	
