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NCCCAEA

Policies and Procedures Manual
Removed   NEW
I. Purpose
The Board of Directors shall adopt policies, procedures, and guidelines as needed to ensure the continuing responsible and effective operation of the Association over time.  This Policies & Procedures Manual will provide detail and guidance for Association activities and Board members.

The intent is that this publication will be a flexible and continuously evolving document as goals, methods of accomplishing tasks, and technology change.

II. Amendments
POLICY: All policies within the Policies & Procedures Manual will be clearly identified and differentiated from procedures or guidelines the Constitution.  The identified policies within this document may be amended or repealed by a 2/3 majority vote of a quorum of the NCCCAEA Board of Directors. The remaining procedures and guidelines within this document may be amended or repealed by a simple majority vote of a quorum of the NCCCAEA Board of Directors.

III. Responsibilities of Board Officers, Board Members, and Others

A. Board Members

Board members representing Senior Continuing Education Administrators, Occupational Extension, Basic Skills, Human Resources Development, Community Service, Special Extension, and Secretaries Support Staff will be responsible for the submission of at least one article related to their area of representation for each published NCCCAEA newsletter.  This will ensure broad representation of all Continuing Education areas in the newsletter.
B. President

In addition to any duties described in the Constitution, the President of NCCCAEA will:

1. Be familiar with the history, objectives, Constitution, policies, and procedures of the Association.

2. Provide guidance as to theme and tone to the Conference Planning Committee under the direction of the Board, and assist the Conference Planning Committee chairperson in securing speakers and other dignitaries for the conferences.

3. Secure two conference hotel locations during his/her tenure and work closely with the President-Elect on negotiations with hotels concerning conference activities, meals, meeting rooms, hotel rooms, etc.

4. Secure plaques to be presented at the conference.

5. Appoint a parliamentarian for each board meeting and conduct meetings according to Robert's Rules of Order.

6. Work with all committee chairpersons to ensure that committees are on task and on time.

7. Be sensitive to ensuring broad representation on committees with regard to college region, college size, program diversity, and ethnic diversity. 

8. Provide an opening article of general interest (with a photograph) for each published NCCCAEA newsletter.

C. President-Elect

In addition to any duties described in the Constitution, the President-Elect of NCCCAEA will:

1. Be familiar with the history, objectives, Constitution, policies, and procedures of the Association.

2. Assist the President in selecting committee memberships as needed.

3. Work closely with the President on negotiations with hotels concerning conference activities, meals, meeting rooms, hotel rooms, etc.

4.  Secure plaques to be presented at the conferences.
D. Secretary

In addition to any duties described in the Constitution, the Secretary of NCCCAEA will:

1. (When the term of office is complete…) Furnish the new Secretary with all administrative records.
E. Treasurer

In addition to any duties described in the Constitution, the Treasurer of NCCCAEA will:

1. (When the term of office is complete…) Furnish the new Treasurer with the NCCCAEA checkbook and all electronic records when the fiscal audit is complete (i.e., in balance and signed by the President and President-Elect).  Maintain professional contacts with contracted Association financial personnel.
F. The Associate Vice-President of Economic and Workforce Development Associate VP College and Career Readiness of the NCCCS and the State Director of Continuing Education and/or his/her designee will:

1. Serve as a liaison between the Association and the NCCCS.

2. Provide information to the Association in regard to pertinent issues.

3. Work proactively with the Association to anticipate problems and address issues.

G. Newsletter Editor
The newsletter editor will:
1. Submit a budget to the Board for approval and work within the budget.

2. Work with the Conference Photographer to get appropriate photos for the next newsletter.

3. Prepare a timeline for newsletter production.  This will require a deadline from the Conference Planning Committee chairperson.
4. Solicit articles from the President, appropriate Board members, the NCCCS Associate Vice-President of Economic and Workforce Development the Associate VP College and Career Readiness and the State Director of Continuing Education, the Presidents Association representative to the NCCCAEA Board, the membership at large, and other appropriate sources
5. Produce the newsletter for printing.
6. Arrange to have approximately 425 ample copies of the newsletter printed.
7. Arrange to have the newsletter placed on the NCCCAEA website.

8. Work with the Conference Planning Committee chairperson to have a copy of the newsletter placed in each attendee packet.

9. Report on newsletter activities as requested.
10. Submit newsletter-related expenses for reimbursement in a timely manner.
H. Association Photographer
The association photographer will:
1. Take photographs of attendees at each conference.

2. Work with the newsletter editor to get appropriate photos for the next newsletter.

IV. Conference-Related Policies & Procedures

1. POLICY: The Association may pay per state diem travel expenses for the President, President-Elect, and Treasurer for conference planning committee meetings.

2. POLICY: The Association may provide complimentary or may pay per state diem travel expenses (excluding registration and membership) for the President, President-Elect, Treasurer, and up to two assistants to the Treasurer at the conferences.

3. POLICY: The Association may pay state per diem expenses for the Conference Planning Committee for planning meetings and for attending their conference (excluding registration and membership).

4. POLICY: Conference Planning Committee members must be current or honorary members of the Association.

5. POLICY: Associate members of the Association shall not serve on the conference planning committee.

6. POLICY: The Conference Planning Committee will operate within a budget established by the NCCCAEA Board of Directors.

7. POLICY: Honorariums, registrations, and/or travel expenses will not be paid to speakers or presenters who are current employees of the North Carolina Community College System.  Exceptions to these guidelines must be requested by the conference chairperson to the President-Elect for approval and will be reported to the Association Board.

8. POLICY: Conference registration fees will not be charged to any speaker or presenter who is not an Association member or employee of the community college system.  Presenters will be afforded meal tickets at the discretion of the conference chairperson in consultation with the President-Elect.

9. At a minimum, a note of appreciation will be given to those conducting workshops.

10. Plaques of appreciation for service go to outgoing Board officers and members and to the Conference Planning Committee Chair.  The President awards all plaques except his/her own.  The President-Elect, after he/she has been installed as the new President, awards the plaque to the outgoing President.

11. POLICY: The vendor charge (currently $250) will be established by the Board. This charge entitles the vender to one courtesy ticket(s) for a meal function (luncheon) if requested.  Vendors may purchase additional tickets for guests or associates.

12. POLICY: Requests for refunds for conference registration and meals must be received by the Treasurer five working days prior to the conference. In exceptional circumstances, a refund of the registration fee only may be given up to the first day of the conference if requested.

13. POLICY: Requests for duplicate receipts for registration and meals shall be made to the Treasurer on or before the end of the fiscal year in which the expenses are incurred.
14. POLICY: The Association will not provide a free suite to a vendor for the purpose of hosting a conference hospitality suite.

15. POLICY: The Association will not discount vendor fees based on the amount of time a vendor spends at a conference or for any other reason.

V. Board Meetings-Related Policies & Procedures

1. POLICY: The Association may reimburse Board officers and members for state per diem travel expenses when they attend Board meetings that do not convene in conjunction with a scheduled conference.

VI. Other Policies & Procedures

1. POLICY: The President or his/her designee may be compensated for travel expenses as related to the process of securing conference sites for the Association. Appropriate expenses may include mileage reimbursement as well as State-defined reimbursement for per diem costs.
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