Advisor Duties:
The leader of the chapter is the Chapter Advisor.  The advisor has a profound influence on chapter development, as well as gaining the support of school administration and the community for the CTSO and its activities. The advisor should meet periodically with other teachers in the CTE program area to share information and resources and gain their support for the HOSA chapter. 
Advisors should share state and national materials with student members, stimulate student participation in the planning process for the chapter, and involve as many student members as possible. While we do want students involved in the leadership of the organization, student-run chapters are not possible.  An advisor should be the overall person in charge of your organization.  
The local advisor’s responsibilities include, but are not limited to the following: 
1. Directing, chaperoning, and coordinating the supervision of student members at HOSA activities conducted during, before or after the regular school day;
2. Serving as a liaison to the state office;
3. Knowing the history, principles, bylaws, ceremonies, typical activities, procedures and other essentials for the active operation of a local chapter; 
4. Organizing the selection process for chapter officers and providing for the their training so that they can fulfill the responsibilities of their offices; 
5. Establishing rules that are consistent with school policies and the state and national organization's bylaws;
6. Conducting regular chapter meetings in a businesslike manner using parliamentary procedure; 
7. Assisting the student members in developing an annual program of work/program of leadership, which includes a budget, calendar and committee assignments; 
8. Encouraging civic responsibility through professional conferences, chapter activities, school improvement projects, and support of community activities; 
9. Assisting in the maintenance of necessary chapter records: financial, membership, state and national dues reporting, annual reports of activities, financial development projects, etc.; 
10. Planning, collecting, and arranging materials to promote the chapter and its events; 
11. Ensuring that the school, administration, faculty, students and the public are informed of chapter activities and outstanding student achievements; 
12. Recruiting and coordinating the preparation of student members for participation in local, state and national activities and competitive events; 
13. Knowing the guidelines for regional, state and national competitive events and coordinating participation at all levels; 
14. Overseeing financial development projects - collecting, counting, depositing, monitoring and distributing ordered or produced merchandise;
15. Supervising the receipt, recording, depositing and expenditure of chapter funds;
16. Serving as the lead adult responsible for the chapter, and supervising all student-led efforts;
17. Facilitating the competitive event program in the chapter, including registering members for competition, assisting in preparation, and serving as an event facilitator during the event;
a. Each participating chapter is REQUIRED to provide at least one advisor or responsible adult to complete advisor work shifts at the District, State and International Conferences.
18. Securing the proper amount of chaperones for the chapter for all trips, and ensuring administration is aware of attendance at all conferences, events, etc., even if it is held outside of the normal school year;
19. Ensuring that chaperones are prepared to be posted at designated areas, as necessary.
20. Serving as a liaison to the state and national chapter, and the sole communications conduit to and from the students;
21. Ensuring all students are enrolled in a corresponding CTE course to the areas served.
22. Ensuring all payments are made by their respective due dates and if any issues arise, notifying the personnel of
said payment immediately.
Advisors may delegate tasks to students, but may not delegate the following:
1. Finalizing chapter registrations for ANY/ALL conference(s) including hotel (room) arrangements;
2. Payment and deposit of dues and fees to the State Office and/or National Office;
3. Proctoring duties and event assignments during conferences and or other HOSA activities;
4. Chaperoning or supervision of students;
5. Communication with the State Office.
Lack of adherence to these guidelines may result in the termination of a chapter as a member of New Jersey HOSA.
Administration Responsibilities:
As the school administration responsible for the HOSA local chapter there are requirements that must be met in order to have a successful chapter. Advisors, students, and HOSA State and National offices need the understanding of the duties and responsibilities in which the administration is to be clear in order to provide an equitable experience for all students. 
The administration’s responsibilities include, but are not limited to the following:
1. Providing unwavering support to the local chapter advisor(s) and student members in preparation for conferences, fundraising activities, chapter activities, community activities, and payment processing;
1. Providing the required number of adult chaperones for all New Jersey HOSA and National HOSA events (one board-approved, insured adult per ten students for in-state travel  and one board-approved, insured adult per eight students out of state) and that said chaperones remain on site and with students for the duration of the event, conference, meeting, ceremony, etc.; 
1. Ensuring that all chaperones are acting on behalf of the school, sanctioned by the school to act on their behalf, authorized to act in loco parentis for the students in their charge, authorized to treat students in cases of a medical or other emergency, aware of and agree to follow school and NJ HOSA and National HOSA policies, have the authority to discipline students and send students home if needed, have the proper contacts for the school administration, and proper process to follow in case of any issues, and understand the legal authority that they have given the chaperone to act.
1. Ensure completion of all necessary paperwork for any conference the advisor and student members attend, prior to the date of the conference -  including code of conduct, medical release forms, and any other necessary forms prescribed by the organization and/or the school district, and ensure those forms are available onsite at events as needed; 
1. Acknowledge, understand, and reiterate to the advisors the duties in which they assigned and agreed to as a result of submitting membership;
1. Continuously check in with the advisor(s) throughout the year to ensure that they have your support, as well as noting if the advisor needs help in any way.
1. Ensure the CTSO is integrated into the school’s curriculum within a reasonable timeframe.
1. Provide transportation to all secondary students, as secondary students are not permitted to drive or transport themselves while enrolled as a secondary student.

Lack of adherence to these guidelines may result in the termination of a chapter as a member of New Jersey HOSA.
Parent-Chaperone Policy
Our policy in accordance with the NJ DOE is that one parent MAY NOT chaperone another child that is not their own, unless they meet the following requirements, and we receive notification from the district in writing that:
•	That the chaperone is acting under the supervision and direction of an onsite, licensed educator who is an insured district employee that is physically present onsite during the entire conference; or:
•	That the Chaperone is officially approved by the school district.
•	That administration empowers & sanctions the parent chaperone to act on behalf of the school.
•	That the parent chaperone is authorized to act in loco parentis for the students in their charge.
•	That the parent chaperone is authorized to treat students in cases of a medical or other emergency.
•	That the parent chaperone is aware of, and agrees to follow the school's policies in regards to the administration of medications.
•	That the parent chaperone agrees to follow school and NJ HOSA and National HOSA policies.
•	That the parent chaperone has the authority to discipline students & send students home, if needed.
•	That the parent chaperone has the proper contacts for the school administration, and proper process to follow in case of any issues (injury, alcohol, drugs, etc.).
•	That school administration understands the legal authority that they have given the chaperone to act.
•	That the school administration takes legal responsibility for the actions of the chaperones in the performance of their duties.
•	That the parent chaperones are covered under the school's insurance policies in case of any action, incident, accident, or other element that results in legal action, injury, or death.
•	That the district has performed a background check of the chaperone and the chaperone has passed said background check.
