
DISTRICT XIV
INTERNATIONAL ASSOCIATION OF WORKFORCE PROFESSIONALS

ADMINISTRATIVE GUIDELINES

EXECUTIVE COUNCIL RESPONSIBILITY AND AUTHORITY
The District XIV Council consists of all current district officers, the most recent past-District Director, the Chapter Presidents of each state forming the district and the District Director-elect.

The council has the responsibility and authority to:

· Guide and direct the development of policy and programs for the district and supervise the operation of these programs.

· Direct the operation of the district toward the attainment of its stated objectives.

· Assist the various committees of the district in the development of their respective programs and to insure that they are consistent with district objectives.

· Review and evaluate reports and recommendations of the various committees, officers and members of the district and take appropriate action.

· Establish such other committees as may be required to function in the interim between annual meetings.

· Determine the organizational structure of the district and outline the duties and responsibilities, except those specifically spelled out by the district’s Constitution and  By-laws.

· Administer the programs of the district in accordance with the Constitution and By-laws of the district.

· Expend any funds to the extent the council deems each expenditure to be in the best interest of the district.

NOMINATIONS CRITERIA
For the position of District Director, an individual MUST:

· Be nominated by their home chapter and elected by the district membership in a manner as prescribed by the district.

· Have continuous membership in the International Association for the most recent five (5) years.

· Attended and actively participated in at least one International Educational Conference.

· Served in one of the following positions or capacities: Chapter President, member of Chapter Executive Board, International Committee Chair; plus meet any restriction which may exist in an individual chapter’s criteria.

· Hold a position in the agency that will allow freedom to travel to executive board meetings, some chapter conferences and the annual International Educational Conference. A letter will be required from the agency administrator, or other appropriate supervisor, indicating that the nominee will be allowed the required time off. In the event “other paid leave” is not allowed but use of vacation leave is approved, the nominee should include a statement with the nomination that they will use such leave.

· Possess the financial means to attend board meetings, some chapter conferences, the annual district conference and the International Educational Conference.

· Have the ability to plan, organize and delegate authority for the satisfactory accomplishment of association activities as demonstrated by the nominee’s position in the agency or accomplishments in the association.

For the position of Director-elect, an individual MUST:

· Meet the same criteria as the District Director with the exception that they may take office lacking some of the foregoing credentials if it is reasonable to presume they will possess all necessary requirements by the time they become the District Director.

DUTIES AND RESPONSIBILITIES OF THE DISTRICT DIRECTOR

· Represent District XIV at International Board of Director meetings. As the Director of this district, this officer will have the important duty and responsibility to vote on all financial and policy matters that require such action before the International Board of Directors.

As a member of the governing legislative body of the association, during the tenure in office, the District Director may serve, at the discretion of the International President, on one or more of the standing or other committees that guide the activities of the association during the year; or may chair one or more of these committees such as Bylaws and Resolutions, Award of Merit, Citation Award, Educational Development and Legislative Steering, Chapter Development, Executive, and Credentials.

Coordinate inter-chapter functions within the district, including the election (by the process used in the district) of the District Director-elect. Inform the International Nominations Committee of individuals nominated and, where appropriate, will present their credentials for review prior to their election to this post.

Represent the International President or the International Board of Directors at chapter or district conferences when called on to do so by the International President.

Insure that the District Director-elect and each Chapter within the district is informed of proceedings of the International Executive Board and any changes in policy or procedures of the International Association.

Promote activity, career progression and membership among individuals interested in the objectives of the Association as stated in the International Standing Rules, Policies and Procedures Manual.

Attend one organized meeting of each chapter in District XIV during his/her term of office.

Arrange for, and conduct, the District XIV caucus during the International Educational Conference.

Act as liaison for chapter committees within the District in promoting and securing information regarding chapter activities.

Investigate and report to the International Board of Directors any violation of International By-Laws or the Standing Rules, Policies and Procedures Manual by a chapter or member within the District and act as a witness during an International hearing of such violation.

Actively promote all functions and programs of the International Association and make recommendations for improvement to the International Board of Directors. Use the IAWP Calendar of Events to coordinate District XIV activities.

Perform such duties or assignments as given by the International President, the Board of Directors, or the Executive Committee.

Make certain each chapter of District XIV has forwarded to International a roster of elected officers and chapter committee chairs, with addresses and phone numbers.

No less than one (1) copy of the District XIV Constitution, By-Laws and the Administrative Guide will be distributed by the District Director annually within 30 days after the International Educational Conference, to the current:


District Director


District Director-elect


District Administrative Assistant


District Committee Chairpersons


State Chapter Presidents

Prepare necessary reports concerning District XIV as may be required by the International President or Board of Directors.

Write articles at least bimonthly to be published in Chapter newsletters. Copies of the article are to be distributed to all District XIV Chapter presidents and newsletter editors.

Responsible for being the Program Chairperson for the annual District XIV educational conference.

Responsible for ensuring that appropriate plaque(s) are purchased and engraved with the name of the Chapter(s) to be recognized, for presentation of District XIV awards at the annual conference. Funds for purchasing and engraving District Awards may be budgeted from registration fees assessed for the annual educational conference program.

Pass on to the successor all documents or papers necessary for the perpetuation of the responsibilities of the District Director.

DUTIES AND RESPONSIBILITIES OF THE DISTRICT DIRECTOR-ELECT
Will assist and support the District Director in all duties as requested, learning the duties of the position and facilitating the flow of communications to and from chapters throughout District XIV during their term of office.

Will automatically take the job and assume all duties and responsibilities of the District Director for the new Association year.

Will assume the full position of District Director in the event of the incapacity or other caused vacancy of the incumbent at any time when officially requested to do so by the International President.

DUTIES AND RESPONSIBILITIES OF THE ADMINISTRATIVE ASSISTANT (Secretary)
Act as administrative secretary to the District Director and District XIV, performing such duties as required.

Attend and record all proceedings of the District XIV caucus held during the International Educational Conference.

Attend and record all proceedings of the council meeting and general membership meeting at the annual District XIV conference.

Attend and record all proceedings of any special District XIV council or membership meeting.

Complete written transcripts of all meetings no later than thirty (30) days following any such meeting. Copies of these minutes must be distributed to all district officers, state chapter presidents and state chapter newsletter editors.

COMMITTEES AND THEIR PURPOSES
The District XIV Educational Conference Program Committee:

Will be chaired by the District XIV Director.

Will make a selection of the conference theme and secure suggestions from the district membership on matters to be discussed and presented on the program.

The program for the annual District XIV conference will be to permit the district membership to:


Review the business matters of their district.


Receive and act on reports from district officers and committees.


Attend and participate in educational programs.

Will develop forums, panels or workshops to permit the widest possible participation by members and secure outstanding speakers from various fields covered by the program theme.

Will promote an educational program that will stimulate interest and discussion, and extend the professional knowledge of principles and practices in the field of Workforce Development.

Will provide, in cooperation with the Local Arrangements Committee, in a manner that will in no way minimize the importance of the foregoing responsibilities, a program of social activities that will enable the membership to become better acquainted, stimulate a feeling of good fellowship and loyalty that will be reflected in increased interest in the work in which all are commonly engaged.

Will assure that enough program time is allowed for visiting dignitaries to address the membership. Coordinate and plan time schedules and content with the expected dignitaries.

Will assure that all International officers and visiting dignitaries are invited to attend the District XIV Council and/or the host Chapter Executive Board meetings.

Will plan to be flexible; expecting emergency, last-minute changes and unusual circumstances.

THE LOCAL ARRANGEMENTS COMMITTEE
A local arrangements chairperson will be appointed by the hosting chapter president. This chairperson should be from an office in close proximity to the conference site.

Will make arrangements for the provisions of hotel space and necessary services for the conference meetings, rooms for members and guests attending the conference and inform the membership as to the conference headquarters, the names of the hotels and rates of space being reserved and such related information as deemed necessary by the committee.

Will make arrangements for the annual banquet and other entertainment as determined by the committee and the district council, in accordance with the general plan of the Program Committee.

Will be responsible for the printing of tickets, programs and such other materials that are necessary to the program.

Will arrange, in conjunction with the Program Committee, all space to be used for meetings, sessions, panels, booths, etc., in connection with the annual conference.

Will make provisions for space, equipment and services necessary in the registration at the conference, and be responsible for the distribution of badges and materials to the attending members and guests.

Will coordinate responsibilities and conference assignments to insure proper attention to all local details in connection with the conference.

Will assure that necessary and appropriate hotel reservations are made for visiting dignitaries, speakers and other guests. Coordinate covered costs and anticipated expenses.

Will arrange transportation to/from airport for International and District officers and guests.

International officers and District Directors should be seated at the head table during luncheons and banquets.

Will assure that a token gift is presented to the International officer(s). (Usually something reminiscent of the host state.)

Will assure that guests are not left “on-their-own” unless they want. Remember that they are probably in an unfamiliar city. Arrange sight-seeing and/or shopping if possible.

Introduction of all guests and dignitaries should be done at the opening sessions and whenever else it appears appropriate.

Will prepare a complete narrative report including financial, promotional and operating details for submittal to the successor program committee and to the District XIV council.

CONSTITUTION, BY-LAWS, RESOLUTIONS AND ADMINISTRATIVE GUIDE COMMITTEES
A Constitution, By-Laws and Resolutions committee chairperson will be appointed by the District Director.

An Administrative Guide Chairperson will be appointed by the District Director if deemed necessary, or may be combined with the Constitution, By-Laws and Resolutions Chairperson’s responsibilities.

Each chairperson will form a committee of District XIV members.

Responsibilities of these committees include:

· Assist the District Director and the District council in assuring that all policies, programs and procedures of the district are developed and carried on in conformity with the Constitution and By-Laws of District XIV and the By-Laws and Standing Rules, Policies and Procedures Manual of the International Association.

· Receive, analyze and prepare recommendations to the District on all proposed changes to the constitution. In accordance with the District XIV Constitution and By-Laws, the committee will submit all proposed amendments to the district membership through the following procedures:

1. Proposed amendment(s) are to be published and distributed to the Chapter Presidents not less than sixty (60) days prior to the date at which such proposals would be be voted upon.

2. It will be the duty of each Chapter President to publish such proposed amendment(s) in their Chapter publication, or otherwise notify their membership in writing, not less than thirty (30) days prior to the date at which such proposal would be voted upon.

· Maintain conformity of the District XIV Constitution and By-Laws with the International Association By-Laws and Standing Rules, Policies and Procedures Manual. Process necessary amendments as quickly as possible following any changes to the International documents.

· Act in an advisory capacity on constitutional matters to the District Director, the District Council, District committees, District chapters and to the District membership.

· Maintain records of all constitutional decisions and interpretations of the Association.

· Receive and consider all resolutions from District committees, from District chapters or from District membership.

· Recognize the authority of the District Council to present recommendations originating in the District Council directly to the membership at any business session during the District educational conference.

· Determine those resolutions to be placed before the District conference and submit all approved resolutions to the membership not later than the last business session.

· Be responsible for making known to the members in attendance the contents of all proposed resolutions in a preliminary report to the business meeting at which such resolutions are to be acted upon.

· Administrative Guide changes do not require a vote of the District membership. Changes to these guidelines will be made through established methods of District Council voting.

· Recommendations to change the Administrative Guide may be received, in writing, from any District Chapter or from any District XIV member and will be considered and voted upon by the District Council.

DISTRICT COUNCIL AND MEMBERSHIP MEETINGS
The District Director will preside at all meetings, carrying out the responsibilities of that office following appropriate parliamentary procedures, mandates of the district membership and the District XIV Constitution, By-Laws and Administrative Procedures. In the event that the District Director is unable to fulfill the duties of office, the District Director-elect will preside.

All District XIV officers, Chapter Presidents, and committee chairpersons are expected to attend regularly scheduled meetings.

A District XIV caucus will be held during the International Educational Conference. Appropriate business meeting guidelines will be followed. At this meeting the nominee for District Director-elect will be voted upon. Appropriate notice of the District XIV caucus must be posted and all District XIV members in attendance notified of date, time and place of the planned caucus.

Special/additional, District Council, membership or State Chapter meetings may be called by the District Director during International Educational Conference. Appropriate notice must be given to all interested parties prior to any such meeting.

The annual District XIV educational conference will be held between August 1st and November 30 of each year. The time and place is to be approved by the District Council in addition to the hosting state chapter. Rotation of the “host chapter” follows the same rotation as the selection of the District Director-elect (Washington, Montana, Oregon, Idaho and then Alaska). The “host chapter” can coordinate with another state to host the conference.

No less than thirty (30) days notice will be given to all District XIV members prior to each annual educational conference.

A District Council meeting will be scheduled to be held at the beginning of the annual educational conference. This meeting has in some instances been a breakfast meeting held the opening day of the annual conference however plans for the date and the time for this meeting should be coordinated between the District Director, council members, and the Program/Local Arrangements Committees of the host state. Notice of intent to hold a council meeting must be distributed to all council members no less than thirty (30) days prior to such meeting.

Business meetings should follow the following agenda style:

1. Call to order.

2. Roll call of officers.

3. Reading and correction of minutes of preceding meeting.

4. Reading of communications.

5. Introduction of guests.

6. Committee reports.

7. Unfinished business.

8. New business.

9. Program.

10.  Adjournment.

ASSESSMENT OF DISTRICT XIV DUES
As prescribed in the District XIV By-Laws, Article II, as assessment may be made for each Chapter in proportion to the number of dues paying members in that Chapter.

Each Chapter President must forward to the District XIV designee their assessment amount no less than thirty (30) days following the date of the District Council decision.

District assessment amounts will be determined by the District XIV Council.

DISTRICT XIV AWARDS
All awards of recognition will be presented at the annual conference.

Presentation will be made by the current District Director or designee.

District XIV Chapter Activity Award
Intended to provide competition among the District XIV State Chapters, this award was established in 1979 by Donald Day, Past-president of the Oregon Chapter, who purchased the traveling trophy and presented it to District XIV. The awarding of annual plaques has replaced the traveling trophy.

Criteria: The State Chapter in District XIV that has accrued the highest level of overall Chapter Activity points for the International contest year. These points are determined by the International Association’s Professional Practices and Chapter Activity report published annually at the International Educational Conference.

District XIV Membership Award
The award was established in 1984.

Criteria: The award is presented to the State Chapter in District XIV that has accrued the highest percentage increase in membership from June 1 through May 31, over the same period during the preceding year. To be eligible for the District award, a State Chapter must have maintained a minimum of 50 members in the preceding year.

Special Awards

The District Director and/or the District Council may determine to make special awards of recognition to district members or state chapters for outstanding achievement or service.
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