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BASIC PARLIMENTARY INFORMATION
Prepared by the Education Committee
National Association f Parliamentarians
6301 James A. Reed Rd. #114 Kansas City, MO 64133-4751
(816) 356-5604
Based on Robert's Rules of Order Newly Revised, 1981 Edition
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PRIVILEGED MOTIONS

# Fix the time to which to

adjourn S A|M|R

* Adjourn M

# Recess S A | M

Raise a question of

Privilege I *

Call for the orders of the

day I *

SUBSIDIARY MOTIONS

Lay on the table S M

Previous Question (close

debate) S 23| R

# Limit or Extend Limits

of Debate S A |23 R

# Postpone to a Certain

Time (or Definitely) SID|IA|M|R

# Commit or Refer S|ID|A|M]|R

# Amend S|D*A*| M | R

# Postpone Indefinitely S| D M | R*

MAIN MOTION

| Islofalm|r]

MEANING OF SYMBOLS

A | Can be amended

D | Is debatable

I Is in order when another has the floor

M | Requires a majority vote (i.e., more than half the
votes cast).

R | The vote on this motion may be reconsidered

S | Requires a Second

2/3 | Requires a 2/3 vote (i.e., at least twice as many in
the affirmative as in the negative).

+ | Usually no vote is taken. The chair decides.

# | A main motion when no other motion is pending.

No vote is taken. The chair responds.

See Robert's Rules of Order Newly Revised, 1981
edition, for specific rule. Consult index and tinted
pages for further information and page reference.

RANKING MOTIONS

Motions are listed in the order of their precedence,
with the highest ranking at the top. After a motion
has been stated by the chair, higher ranking motions
are in order but not lower ranking motions, except
that Amend and applied to amendable and/or
debatable motions of higher rank than themselves.

PROCEDURE FOR HANDLING A MAIN
MOTION

I.  Obtaining and assigning the floor
A. Member rises and address chair.
B. Chair recognizes member.

I1. How the motion is brought before the assembly.
A. Member makes motion.
B. Another member makes motion.
C. Chair states motion.

I11. Consideration of the motion
A. Members debate motion
B. Chair puts question and members vote.
C. Chair announces result of vote.

See next page for sample dialogue of proper
procedure.

PROCESSES OF AMENDING

1. Toinsert or to add (a word, consecutive words,
or a paragraph)

2. To strike out (a word, consecutive words, or a
paragraph)

3. To strike out and insert (which applies to
words) or to substitute (which applies to words)
or to substitute (which is not applies to anything
less than a compete paragraph of one or more
sentences)
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RANKING |2 |2|g|8| .|&
8 o o] E — 's)

MOTIONS | 2|3 |8|5| S|é&

INCIDENTAL MOTIONS

Appeal | S | D* M* | R

Close Nominations

or Close the polls S A | 2/3

Consideration by

Paragraph or

Seriatim S A M

Create a Blank S M

Division of a

Question S* A | M*

Division of a

Assembly | *

Objection to the

Consideration of a

Question * 213 | *

Parliamentary

Inquiry | -

Point of Information | -

Point of Order | * +

Reopen the

Nominations or the

Polls S A M *

Request for

Permission to

Withdraw a Motion * * M *

Suspend the Rules S 2/3*

MOTIONS THAT BRING A QUESTION AGAIN

BEFORE THE ASSEMBLY

Take from the Table S M

**Rescind or

Amend Some-thing

Previously Adopted S| D|A * *

**Discharge a

Committee S D| A * *

Reconsider * S | D* M

** — An incidental main motion which usually
requires a majority vote with previous notice
or a 2/3 vote without previous notice.

Before a motion has been stated by the chair, it can
be withdrawn or modified by the maker. After being
stated by the chair, it can be withdrawn or modified
only by general consent or a majority vote of the
assembly.

Hasty or ill advised action can be corrected through
the motion to reconsider. This motion can be made
only by one who voted on the prevailing side and
must be made on the same day or next succeeding
day after the original vote was taken (not counting a
day on which no business meeting is held during a
session)

PERTINENT FACTS

A main motion brings business before the
assembly.

A subsidiary motion assists the assembly in treating
or disposing of a main motion and sometimes of
other motions.

A privileged motion deals with special matters of
immediate importance. It does not relate to the
pending business.

An incidental motion is related to the parliamentary
situation in such a way that it must be decided before
business can proceed.

FORMS OF VOTING

A voice vote is the most commonly used form of
voting.

A rising vote is the normal method of voting on
motions requiring a two-thirds vote for adoption. It
is also used to verify a voice vote or a vote by show
of hands. The chair can order a rising vote or a
single member can call for a division of the
assembly

A show of hands is an alternative for a voice vote,
sometimes used in small boards, committees, or very
small assemblies or for a rising vote in very small
assemblies if no member objects.

A count can be ordered by the chair or by a majority
vote of the assembly.

General consent is a vote of silent agreement
without a single objection.

A ballot or roll call vote can be ordered by a
majority

Rulings of the chair can be appealed.





Call to order

PROCEDURE FOR HANDLING A MAIN MOTION

Obtaining and assigning the floor

A.

A member rises when no one else has the floor and addresses the chair: “Mr. /Madam President,”
“Mr./Madam Chairman,” or by other proper title.

1. In a large assembly, the member gives his name and identification.

2. The member remains standing and awaits recognition by the chair.

The chair recognizes the member by announcing his name or title, or in a small assembly, by
nodding to him.

How the motion is brought before the assembly.

B.

C.

A. The member makes the motion: “I move that (or “to”)...”and resumes his seat.

Another member, without rising, seconds the motion: “I second the motion” or “I second it” or,
even, “Second”.

The chair states the question on the motion: “It is moved and seconded that (or “t0”)...Are you
ready for the question?”

Consideration of the motion

A. Members can debate the motion

Before speaking in debate, members obtain the floor as in I above.

The maker of the motion has first right to the floor if he claims promptly.

All remarks must be addressed to the chair.

Debate must be confined to the merits of the motion.

Debate can be closed only by order of the assembly (2/3 vote) or by the chair if no one
seeks the floor for further debate.

abrwbdE

B. The chair puts the question (puts it to a vote).

1. The chair asks: “Are you ready for the question?” If no one then rises to claim the loor,
the chair proceeds to put the question.

2. The chair says: “The question is on the adoption of the motion that (or “t0”) .... As many
as are in favor, say ‘Aye’. (Pause for response) Those opposed, say ‘No’.” (Pause for
response)

C. The chair announces the result of the vote.

1. “The ayes have it, the motion is adopted, and ... (indicating the effect of the vote or
ordering its execution).” (or)

2. “The noes have it and the motion is lost.”

THE CHAIR AND A SAMPLE ORDER OF BUSINESS

The presiding officer, after determining that a quorum is present, rises, waits or signals for quiet, and says, “The

meeting will come to order.”

Opening Ceremonies (religious, patriotic, ritualistic, etc. — optional)

“Please rise and remain standing for the invocation, which will be given by ..., and the Pledge of Allegiance to
the Flag of the United States of America, which will be led by ....” (If given, the invocation, the national anthem,
and the Pledge of Allegiance to the Flag of the United States of America are given in that order.)

Roll Call (if customary)
“The Secretary will call the roll of officers (or “will call the roll”).
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Reading and Approval of Minutes

“The Secretary will read the minutes.” (The presiding officer sits down.)
Except in the smallest of meetings, the secretary stands to read the minutes.
“Are there any corrections to the minutes?” (pause)

“If there are no corrections, the minutes stand (or “are”) approved as read.”

With corrections: “If there is no objection, the Secretary will make the correction(s)...
If there are no further correction, the minutes stand (or “are”) approved as corrected.”

Reports of Officers, Boards, and Standing Committees

“The next business in order is hearing reports of the officer, boards, and standing committees.”
Officers and standing committees are called on in the order they are listed in the bylaws.

The chair usually calls on only those who have reports to make.

In calling on the secretary: “Is there any correspondence?”

In calling on the treasurer: “May we have the Treasurer’s report.”

A treasurer’s report is never adopted. An auditor’s report, usually made annually, is adopted.

“The question is on the adoption of the Auditor’s report. As many as are in favor, say ‘Aye’. Those opposed say
‘No’. The ayes have it and the Auditor’s report is adopted.”

An officer should not move the implementation of a recommendation in his report; another member can make
such a motion following the officer’s report.

The secretary or other reporting member of a board and the chairman or other reporting member of a committee,
“on behalf of (or “by direction of”) the board (or “the committee”),” moves the adoption of the necessary motion
to implement any recommendation the board or committee makes.

A motion arising out of an officer’s, boards, or committee’s report is taken up immediately.

Reports of Special Committees (announced only if there are such committees prepared or instructed to report)
“The next business in order is hearing reports of special committees. The committee appointed to...will now
report.”

Special committees are called on in the order in which they were appointed.

The reporting member (usually the chairman), “on behalf of (or “by direction of”’) the committee,” moves the
adoption of motions or resolution in the report.

Special Orders (announced only if there are such items)

Unfinished special orders from the previous meeting and items made special orders for this meeting and not set
for specific hours are taken up under t his heading. Matters set by the bylaws for a particular meeting may be
taken up.

“The next business in order is the consideration of special orders. At the previous meeting, the motion relating
to ... was postponed to this meeting and made a special order. The question is on the motion that ... Are you
ready for the question?

“The Secretary will read from the bylaws Article Section concerning the election of a Nominating
Committee.”





Unfinished Business and General Orders (announced only if there are such items)
Any questions previously introduced and not finished or any postponed to the present meeting are under this
heading.

“Under Unfinished Business and General Orders, the first item of business is the motion relating to ... that was
pending when the previous meeting adjourned. The question is on the adoption of the motion that ... Are you
ready for the question?”

“The next item of business is the motion relating to ... that was postponed to this meeting. The question is on the
adoption of the motion that ... Are you ready for the question?”

New Business
“Is there any new business?”

“Is there any further new business?”

Announcements
“The chair has the following announcements ... Are there other announcements?”

Program
The chair does not “turn the meeting over” but announces “The Program Committee will now present the program
“or” ... will introduce our speaker.”

Adjournment
“Is there any further business? (pause) Since there is no further business, the meeting is adjourned.” (or)

“A motion to adjourn is in order.”
In announcing an affirmative vote: “The ayes seem to have it. (Pause) The ayes have it and the meeting is
adjourned.” (a single rap of the gravel may be used.)





PLANNING A MEETING

THE PLANNING TEAM

PRESIDENT

Assures the facility is adequate and appropriate for the meeting, interacts with the Planning Team
to prepare the meeting agenda. Mentally prepares for a win/win meeting.

VICE — PRESIDENT

Assists the president, as requested.
Prepares to preside in the even the president is unable to do so.
Mentally prepares for a win/win meeting.

SECRETARY

Reviews minutes of previous meetings for items of business to be considered in the meeting
being planned.

Reviews minutes of Board Meeting(s) for Board recommendations to be presented.

Identifies prior emergency action requiring ratification in this meeting.

Advises president whether a report will be given.

On request of president, prepares the final meeting agenda.

Mentally prepares for a win/win meeting.

TREASURER

Advises president on bills to be presented for approval/ratification.
Notes whether the bills are covered in the budget.

Alerts President that:
Audit report must be presented and voted on;
Annual financial report will be given and whether it must be adopted,;
New business to be introduced by the treasurer;
Mentally prepares for a win/win meeting.

PARLIMENTATIAN

Advises president on placing business on the agenda in the correct order and about any actions
required in the bylaws to be taken at the meeting.
Mentally prepares for a win/win meeting.





STANDING COMMITTEE CHAIRMAN

Advise president whether a report will be given.
Advise president whether recommendations requiring action will be made.
Mentally prepares for a win/win meeting.

SPECIAL COMMITTEE CHAIRMAN

Advise president whether a report will be given and whether or not it is an interim or final report.
Advise president whether recommendations requiring action will be made.
Mentally prepare for a win/win meeting.

SPECIAL COMMITTEE CHAIRMAN

Advise president whether
Report will be given;
Report will be an interim or final report;
Whether recommendation requiring action will be made;
Mentally prepares for a win/win meeting.

APPOINTED OFFICERS

Advise president whether a report will be made and whether recommendation requiring action
will be presented.
Mentally prepares for a win/win meeting.

MEMBERS

Advise president of intent to
Introduce new business;
Move to rescind or amend previous action;
Give notice of business to be presented that requires previous notice;
Propose limiting debate on all business introduced during the meeting.
Mentally prepares for a win/win meeting.





ORDER OF BUSINESS AND AGENDA

CALL TO ORDER
OPENING EXERCISES/CEREMONIES
BUSINESS MEETING
ORDER OF BUSINESS
QUORUM
MINUTES
FINANCIAL REPORT
BILLS
CORRESPONDENCE
OFFICERS’ REPORTS
BOARD OF DIRECTORS REPORT
STANDING COMMITTEE REPORTS
SPECIAL ORDERS
UNFINISHED BUSINESS
GENERAL ORDERS
NEW BUSINESS

ADJOURNMENT






BOARD MEMBER ACKNOWLEDGMENT FORM

| have received and read this revision of the NASDCTEc/ NCTEF Board policy manual and |
understand that it is my responsibility to follow the policies contained in it, as well as any
revisions made to it.

Acknowledged and Accepted by:

Signature:

Print Name: Date:







NASDCTEC/NCTEF Board of Directors’ Meeting
CAPITALIZATION POLICY
Wednesday, November 28, 2001
The Monarch Hotel
Washington, D.C.

All equipment, furniture, and fixtures that are valued at $500 or less will be expensed in
the fiscal year in which they are purchased. All equipment, furniture, and fixtures valued
greater than $500 will be capitalized over the estimated useful life of the asset.






NASDCTEC/NCTEF Board of Directors’ Meeting
CONFLICT OF INTEREST POLICY
Monday, September 8, 2008
Mystic Marriott
Mystic, Connecticut

Article | - Purpose

The purpose of the conflict of interest policy is to protect the corporation’s interest when it is contemplating
entering into a transaction or arrangement that might benefit the private interest of an officer, director or employee of
the corporation. This policy is intended to supplement but not replace any applicable state laws governing conflicts of
interest applicable to nonprofit and charitable corporations.

Article 11 - Statement of Belief

The Board of Directors shall make decisions in the best interests of the corporation only and without regard to the
personal, family, financial, or professional interests of any individual Director.

Article 111 - Definitions
1. Interested Person

Any director, officer, member of a committee with board delegated powers or employee who has a direct or
indirect financial interest, as defined below, is an interested person. If a person is an interested person with respect to
any entity in the group of affiliated organizations of which the corporation is a part, he or she is an interested person
with respect to all entities in the group.

2. Financial Interest

A person has a financial interest if the person has, directly or indirectly, through business, professional,
investment, or family —

a. an ownership or investment interest in any entity with which the corporation has a transaction or
arrangement, or

b. acompensation arrangement with the corporation or with any entity or individual with which the
corporation has a transaction or arrangement, or

c. a potential ownership or investment interest in, or compensation arrangement with, any entity or individual
with which the corporation is negotiating a transaction or arrangement.

Compensation includes direct and indirect remuneration as well as gifts or favors that are substantial in nature
(e.g. generally more than $50).

Article IV
Procedures

1. Duty to Disclose
In connection with any actual or possible conflict of interest, an interested person must disclose the existence

and nature of his or her financial interest to the Board of Directors, on a timely basis, for consideration of the proposed
transaction or arrangement.





2. Determining Whether a Conflict of Interest Exists

After disclosure of the financial interest, the interested person shall leave the Board of Directors meeting while
the financial interest is discussed and a vote takes place. The Board of Directors shall decide if a conflict of interest
exists.

3. Procedures for Addressing the Conflict of Interest.

a.  The President of the Board of Directors shall, if appropriate, appoint a disinterested committee of Board
members to investigate alternatives to the proposed transaction or arrangement.

b.  After exercising due diligence, the Board of Directors shall determine whether the corporation can obtain a
more advantageous transaction or arrangement with reasonable efforts from a person or entity that would
not give rise to a conflict of interest.

c. If amore advantageous transaction or arrangement is not reasonably attainable under circumstances that
would not give rise to a conflict of interest, the Board of Directors shall determine by a majority vote of
the disinterested members whether the transaction or arrangement is in the corporation’s best interest or for
its own benefit and whether the transaction is fair and reasonable to the corporation and shall make its
decision as to whether to enter into the transaction or arrangement in conformity with such determination.

4. Violations of the Conflicts of Interest Policy

a. Ifthe Board of Directors has reasonable cause to believe that a member or employee has failed to disclose
actual or possible conflicts of interest, it shall inform the member or employee of the basis for such belief
and afford the member or employee an opportunity to explain the alleged failure to disclose.

b. If, after hearing the response of the member or employee and making such further investigation as may be
warranted in the circumstances, the Board of Directors determines that the member or employee has in fact
failed to disclose an actual or possible conflict of interest, it shall take appropriate disciplinary and
correction action.

Article V
Record of Proceedings
The minutes of the Board of Directors contain—

a. the names of the person who disclosed or otherwise were found to have a conflict of interest, the nature of
the conflict of interest, any action taken to determine whether a conflict of interest was present, and the
Board of Directors’ decision as to whether a conflict of interest in fact existed.

b. the names of the persons who were present for discussions and votes relating to the transaction or
arrangement, the content of the discussion, including any alternatives to the proposed transaction or

arrangement, and a record of any votes taken in connection therewith.

Article VI
Annual Statements

Each director, officer, member of a committee with board delegated powers or employee shall annually sign a
statement that affirms that such person—

a.  has received a copy of the conflicts of interest policy,

b. has read and understands the policy,





c. has agreed to comply with the policy, and

d. understands that the corporation is a charitable organization and that, to maintain its federal tax exemption,
it must engage primarily in activities that accomplish one or more of its tax-exempt purposes.

Conflict of Interest
Annual Statement
(Enter Year)

In accordance with NASDCTEc/NCTEF’s conflict of interest policy, I hereby confirm that:

o | have received a copy of the conflict of interest policy;

o | have read and understand the policy;

o | have agreed to comply with the policy; and

e | understand that the corporation is a charitable organization and that, to maintain its federal tax exemption, it must
engage primarily in activities that accomplish one or more of its tax-exempt purposes.

After reviewing the Conflict of Interest policy, (select one)

() I confirm that I have no financial interest as defined in Article 111, 2., in an entity which has intentions of entering
into a transaction or arrangement with NASDCTEC/NCTEF or its affiliates.

() I confirm that | have a financial interest, as defined in Article 111, 2., in an entity which has intentions of entering
into a transaction or arrangement with NASDCTEC/NCTEF or its affiliates. The entity or entities in which | have a
financial interest are as follows:

In addition, I wish to disclose that | serve on the Board of Directors of the following organizations, which have or may

have a financial arrangement, contractual or otherwise, with NASDCTEc or NCTEF:

Signature Date

Print Name






NASDCTEC/NCTEF Board of Directors’ Meeting
CONSENT AGENDA
Approved on March 28, 2010
Washington Marriott Wardman Park
Washington, D.C.

Change in Board Policy/Practice: Consent Agenda

Background: As we forge ahead with our new vision paper, we want to maximize the
engagement, talent and energy of the Board of Directors while also dedicating sufficient Board
resources its administrative and fiduciary functions. Implementing a consent agenda will allow
us to adopt, en bloc, non-controversial but important agenda items and updates. This may include
staff reports, liaison reports, etc. The topics on the consent agenda would be approved by the
President in advance. As we move to sharing electronic Board books, Board members will have
the reports in advance and can come prepared to the Board meeting having read the reports, well-
informed for discussion/action. This approach has been adopted by many national non-profits,
including ACTE and the National FFA. The staff believes that moving toward a consent agenda
approach will make our Board meetings more efficient and effective. In an era when time is so
critical, this approach is highly recommended.

Below is a copy of an article from the Midwest Center for Nonprofit Leadership summarizing the consent
agenda approach. Another more thorough resource by Board Source (Building Effective Non Profit
Boards) can be found here: http://www.boardsource.org/dl.asp?document_id=484

Consent Agenda
David O. Renz, Ph.D.

What is a Consent Agenda?

A consent agenda is a practice by which the mundane and non-controversial board action items are
organized apart from the rest of the agenda and approved as a group. This includes all of the business
items that require formal board approval and yet, because they are not controversial, there is no need
for board discussion before taking a vote. Items may be on a consent agenda only if all board
members agree; if even one member considers a specific item to need discussion, it must be removed
and placed on the regular agenda for the board meeting.

Why are Consent Agendas Used?

Consent agendas are used to save board meeting time and to help ensure that board meetings focus
on substantive topics that are worth discussion. Through the “bundling” process, the entire set of
items of business that are not worth board meeting time can be voted on in one action versus taking
the time to vote on each individual item.

When Should Consent Agendas Be Used?

Consent agendas should be used when there are a number of non-controversial business items on
which the board needs to vote. Complete information must be provided in advance of the meeting to
all board members, so that each knows what is being proposed and has the opportunity to consider
whether the item truly is non-controversial. The key here is “non-controversial,” and the definition of
non-controversial may vary from organization to organization. Consent agenda items often are



http://www.boardsource.org/dl.asp?document_id=484



matters that a bylaw or some other rule or regulation requires to be formally approved by the board,
yet there is no value added by engaging the board in discussion about the item (e.g., a routine lease
renewal for a facility already included in the approved agency budget). Consent agendas are not to be
used to hide actions that will be controversial -- to do so breaches the trust of the board and
undermines the value of this practice.

Where Should Consent Agendas be Placed within the Overall
Meeting Agenda?

The consent agenda typically appears very near the beginning of the regular meeting. This allows any
item removed from the consent agenda to be placed onto the overall agenda for discussion and action
later in the meeting. As with all formal board action, a quorum must be present to in order for action
on the consent agenda items to be legitimate and binding.

Who Should Use Consent Agendas?

Consent agendas are used by both non-profit and for-profit organizations whose boards are trying to
use members' time efficiently and that have much routine business to approve. It is especially
common to see the boards of governmental entities such as libraries and educational institutions use
consent agendas because of the volume of routine business that they are required by law and
regulation to approve.

How Can Consent Agendas be Used Effectively?

The key to success is to provide all consent agenda information to board members well in advance of
the meeting. It is essential that board members have ample time prior to a meeting to become familiar
with each item on the consent agenda. That way, if a member or members have a concern about any
item(s) that they believe need further discussion, then they will ask for the item(s) to be removed
from the consent agenda and addressed separately.

At the time in the regular agenda when there is to be action on the consent agenda, the chair will first
inquire whether there are any items that need to be removed from the consent agenda. If any member
wishes an item to be removed, it must be removed and placed on the regular agenda. Immediately
following the opportunity to remove any items for separate discussion, the consent agenda is moved
and approved as a set. (For example: "I move the consent agenda.” Another member: "l second the
motion.")

It may be useful to those who plan the overall meeting agenda and the consent agenda (usually the
board chair and/or executive director) to have guidelines, developed in consultation with the board,
to clarify which types of items might be appropriate for the consent agenda.

When Should a Consent Agenda Not Be Used?

The consent agenda practice should not be used unless all members of the board understand and
agree to its use. This approach places more responsibility upon members to prepare prior to the
meeting. Obviously, if members do not read the information on the consent agenda prior to the
meeting, they cannot responsibly agree to the inclusion of any particular item on the consent agenda.
The worst outcome would be to take action on a matter of significant programmatic or legal

importance without truly having the board's informed consent.”
The above article can be found at: mlg://bloch.umkc.edli/mwcnI/board%gOresources_/Consent%ZOAgendas.pdf
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NASDCTEC/NCTEF Board of Directors’ Meeting
APPOINTMENT OF FINANCE COMMITTEE
Sunday, March 30, 2008
Hilton Washington
Washington, DC

By electronic ballot, the NASDCTECc Board approved (15-0) the creation of a Finance Committee. The
Charter for the Committee is below.

The Board now needs to identify the composition of the Committee. Based on recent conversations with
the auditor, it is recommended that the Committee minimally include the Secretary/Treasurer, Past
President, as well as another Board member and one or two members not on the Board. Staff
recommends that because the audit is a combined audit between the two organizations,
NASDCTEC/NCTEF, that that Finance Committees of both organizations meet on a regular basis.
Further, because of staffing limitations and the significant training required to get Committee members
knowledgeable about the details of the NASDCTEc financial structure, it is recommended that the
Committee’s term begin with the hiring of the Assistant Director of Operations.

FINANCE COMMITTEE CHARTER

Purpose

The Finance Committee (Committee) will assist the Board of Directors in its oversight
responsibilities relating to fiscal management. In furtherance thereof, the Committee will:

Review and recommend approval of an annual operating budget;
Regularly review financial results;

Ensure the maintenance of an appropriate capital structure; and,
Oversee the management of organization-wide financial assets.

In addition, in order to assist NASDCTEc in the proper and prudent management of its financial
resources, the Committee will ensure that management employs personnel and systems capable of
providing timely and accurate financial information to key decision-makers.

Key Responsibilities

Annually, the Committee will review the proposed annual operating budget for the ensuing fiscal
year as presented by management. After review and amendment, if necessary, the Committee will
recommend a final operating budget to the full Board of Directors for approval.

Quarterly, members of the Committee will receive and review financial statements consisting of
the then current year-to-date: 1) statement of financial position, 2) income statement, 3) operating
statement; and 4) key financial performance benchmarks that the Committee deems relevant from time-
to-time. These financial statements will be accompanied by a narrative from management highlighting
any financial issues and, where necessary, management actions related thereto.

From time-to-time, the Committee will direct management to undertake longer term financial
planning to evaluate future financial needs.






NASDCTEC/NCTEF Board of Directors’ Meeting
FINANCE COMMITTEE TERM ROTATION
Approved on March 28, 2010
Marriott Wardman Park
Washington, D.C.

Terms of Committee Members: The NASDCTEC/NCTEF Board of Directors approved the creation of
a rotation schedule for terms of Finance Committee members and to put in place a staggered
implementation of this new policy. The positions of President and Secretary/Treasurer change annually
with the rotation of officers. The balance of the terms will be two years. To implement this policy, the
following terms will be established: Debra Anderson — 2years, Donna Yurdin — 1 year, Milt Erickson —
2 years,and Tom Quinn — 1 year.






NASDCTEc and NCTEF Board of Directors’ Meeting
MOU BETWEEN NASDCTEc and NCTEF
Approved October 12, 2012
Embassy Suites Hotel, Omaha, NE

This Memorandum of Understanding hereafter referred to as the “MOU” is intended to set
forth the terms of an agreement between the National Association of State Directors of Career
Technical Education Consortium (NASDCTEc) and the National Career Technical Education
Foundation (NCTEF).

STATEMENT OF PURPOSE

To articulate the roles, responsibilities and relationship between NASDCTEc and NCTEF with
regard to the National Career Clusters™ Framework (Framework), this includes the Common
Career Technical Core.

BACKGROUND

NASDCTECc is a not-for-profit state membership organization focused on providing leadership
for career technical education’s role in educational improvement, workforce preparation and
economic development. This vision of NASDCTEc is to be the leader in sharing the future of
Career Technical Education.

NCTEEF is a partner organization to NASDCTEc and supports the association’s goals and
objectives through its 501(c)3 status. This purpose of NCTEEF is to develop and fund activities
and programs that are designed to improve the Career Technical Education system at the
secondary, post secondary and adult levels.

GOVERNANCE

The Framework embraces a shared governance model. The Board of Directors of NASDCTEc
and NCTEF are each empowered with specific roles and responsibilities. In addition to the roles
and responsibilities of the Boards, there are several other committees and taskforces that have
specific roles and responsibilities, which are further articulated in this MOU.

RESPONSIBILITIES
NASDCTEc:

Because of its status as a membership organization, NASDCTEc, through its Board of Directors,
will formulate the vision and policies necessary to support the advancement, growth and
implementation of the Initiative. Granting this policy leadership to NASDCTEc will build on its
historical leadership role and work in Career Clusters™, while also ensuring that the direction





of the work is in alignment with the needs of the Career Technical Education (CTE)
community’s leadership, the CTE State Directors. Policy shall include, but not be limited to,
approving the strategic priorities of Career Clusters™ as part of the strategic plan, establishing
guidelines for consistency across the Career Clusters™, approving guidelines for the use of
trademarked logos , and establishing relevant taskforces to evaluate and propose the future
approaches and strategies for implementation, including but not limited to the Common Career
Technical Core (CCTC).

NCTEF:

The NCTEF Board will act as the management entity for the Framework, managing its daily
operations. NCTEF’s work will be guided by the Initiative’s strategic plan, which is developed
and approved by NASDCTEc.

NCTEF’s responsibilities will include, but are not limited to, establishing a budget, managing
fiduciary responsibilities, overseeing copyright/ownership, etc. NCTEF will also manage all
grants, partnerships, contracts and memoranda of understanding. Should any of these fiscal
arrangements rely in part or wholly on, NASDCTEc for support, the NASDCTEc Board or
Executive Committee must approve the arrangement. Current NASDCTEc Board policy has
empowered the NCTEF to act on its behalf, within an established set of guidelines.

NCTEF will regularly, but not less than twice a year, report to the NASDCTEc Board on
progress toward meeting the goals outlined in the strategic plan, as well as providing an update
on the financial health of the Foundation.

The Career Clusters Leadership Committee is made up of the Career Cluster™ Leaders for each
of the 16 Career Clusters™, , and the NASDCTEc/NCTEF Deputy Executive Director. The
Career Clusters Leadership Committee will discuss and provide input into cross-cluster issues
and policies, such as ongoing development, marketing, implementation and evaluation of the
projects.

CONDITIONS

NASDCTEc and NCTEEF believe that the Career Clusters™ Framework is critical to the future
and success of Career Technical Education.

NASDCTEc and NCTEF agree that communication among the organizations is critical to ensure
non-duplication of effort and coordinated progress toward achieving the goals of the Initiative.

NASDCTEc and NCTEF agree that ownership of all products developed under the Initiative,
including the knowledge and skills statements and the Common Career Technical Core, will be
jointly owned.





NASDCTEc and NCTEF agree to annually review the relationship between the organizations to
ensure that the partners’ responsibilities as articulated in this MOU are still relevant and meet
the needs of the NASDCTEc membership.

TERMS OF AGREEMENT

This MOU shall be effective immediately upon an affirmative vote of the majority of the Boards
of Directors of both NASDCTEc and NCTEF. The MOU shall remain in effect in perpetuity.
However, modifications can be made to this agreement and must be agreed to by an affirmative
vote of the majority of the Boards of Directors of both NASDCTEc and NCTEF.

GOVERNING LAW
The terms and conditions of this MOU and performance hereunder shall be construed in

accordance with the laws of the state of Maryland. The sole venue for the resolution of disputes
shall be State or Federal court within the state of Maryland.
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SECTION I: INTRODUCTION

The purpose of this handbook is to set forth the policies and practices of the National Association of State
Directors of Career Technical Education Consortium (NASDCTEc) and the National Career Technical Education
Foundation (NCTEF) with regard to working conditions, employee benefits, and other policies affecting
employment. THIS HANDBOOK DOES NOT CREATE A CONTRACT, IMPLIED OR EXPRESS, OR
PART OF A CONTRACTUAL AGREEMENT WITH ANY NASDCTEc OR NCTEF EMPLOYEES.
NASDCTEc and NCTEF follow the practice of employment — at-will and thus, reserve the right to
terminate employee at any time, with or without cause.

The organizational policies are established by a sixteen member Board of Directors that employ an Executive
Director empowered to hire and fire staff and manage the affairs of the national association and the
headquarters office.

NASDCTEc and NCTEF reserve the right to revise, supplement, or rescind any policies or procedures in this
handbook as deemed appropriate, in its sole and absolute discretion. The policies and procedures in this
manual supersede any pre-existing documents.

Equal Employment Opportunity Policy:

NASDCTEc and NCTEF’s Employment Policy is to comply with all applicable federal, state and local laws
regarding equal employment opportunity and prohibiting discrimination. These laws and regulations apply to
all aspects of employment.

SECTION II: OPERATING PROCEDURES
II.A Hiring:

NASDCTEc and NCTEF’s policy is to select qualified persons, whether from within NASDCTEc or
NCTEF or from outside, on the basis of ability, experience, education, and training.

II.B  Working Hours:

NASDCTEc and NCTEF’s normal working hours for regular full time employees are from 9:00 a.m. to
5:00 p.m., Monday through Friday.

NASDCTEc and NCTEF recognize that circumstances beyond the employee’s control may occasionally
cause him/her to be absent from work for all or part of a day. Whenever an unexpected delay prevents
an employee from arriving on time at the office, the employee must notify NASDCTEc/NCTEF
headquarters as soon as possible and give an estimate of how long the delay will be. Unauthorized
absence or tardiness will not be tolerated and will result in disciplinary action.

An employee who is absent for three consecutive days without prior notice to the Executive Director or
President is presumed to have resigned without notice. Under these circumstances, NASDCTEc and
NCTEF will not pay out the employee’s accrued annual leave.

II.C Overtime Hours:

When workload requirements cannot be met during regular working hours, nonexempt employees may
be required to take part in overtime work assignments. Nonexempt employees are subject to the
minimum wage and overtime provisions of the Fair Labor Standards Act. Employees who are classified
as nonexempt will be paid overtime at the rate of one and one half times the regular hourly pay only
after a full workweek of 40 hours. Overtime work is based on actual hours worked, and must always be
approved by the Executive Director in writing before it is performed.

Overtime compensation does not apply to exempt employees.
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Flexible Work Schedule:

NASDCTEc and NCTEF’s normal working hours for regular full time employees are from 9:00 a.m. to
5:00 p.m., Monday through Friday. However, working hours can be adjusted to meet the specific needs
of the employee or NASDCTEc/NCTEF, including compressed work weeks, flexible hours, etc. The
employee’s type of work and performance will be considered in approving requests. Alternative work
schedule arrangements must be made with the employee’s direct supervisor and approved by the
Executive Director. The flexible work schedule is at the discretion of NASDCTEc and NCTEF as to the
terms and/or duration and NASDCTEc/NCTEF may remove the right to the flexible work schedule at
any time. All requests for an alternate work schedule must be submitted in writing and approved at
least two weeks prior to the start date of the flex schedule. Employees are eligible for this benefit upon
the completion of the six-month probationary period.

Flexible Location:

NASDCTEc and NCTEF understand that employees may have projects or circumstances that make it
necessary and/or conducive to working from home or an alternate work location than the
NASDCTEc/NCTEF offices. Alternative work locations arrangements must be made with employee’s
direct supervisor and approved by the Executive Director. All alternate work location arrangements are
at the discretion of NASDCTEc and NCTEF as to the terms and/or duration and NASDCTEc/NCTEF
may remove the right to the alternate work location at any time. The employee’s type of work and
performance will be considered in approving requests. All requests for an alternate location schedule
must be submitted in writing and approved at least two weeks prior to the start date. Employees are
eligible for this benefit upon the completion of the six-month probationary period.

Lunch Policy:

Employees are allowed one half of one hour for lunch. If additional time is desired for lunch, the
employee shall make arrangements with the employee’s direct supervisor or Executive Director on how
best to accommodate this request.

Timesheets:

Time sheets are due three working days after the end of a pay period. If that day falls on the weekend,
time sheets are due the following Monday. Time sheets must be signed by both the employee and the
employee’s direct supervisor or Executive Director. Employees are expected to record all working time,
leave taken, and holidays earned/used for proper crediting to the employee’s leave account. All
employees are required to submit weekly reports.

Pay Period:

NASDCTEc and NCTEF employees are paid on the 15t and last day of each month. If a payday falls on a
weekend or holiday, checks are distributed on the preceding Friday or the day preceding the holiday.

Travel Expenses:

Prior to any travel taking place, all NASDCTEc and NCTEF employee travel must be approved by the
employee’s director supervisor, Executive Director or President. Employees plan travel in advance to
obtain the most reasonable rates.

Upon approval, employees will be reimbursed for automobile travel, for NASDCTEc and NCTEF
business, at the current Federal reimbursement rate. Employees will be reimbursed for meals according
to the reimbursement policy. Meals not available at the meeting/event/conference the employee is
staffing or attending will be reimbursed. Employees are asked to use judgment and discretion when
incurring business related expenses. NASDCTEc and NCTEF will not reimburse for the purchase of
alcoholic beverages. All expense reimbursements are subject to approval by the Assistant Director of
Operations or Executive Director must abide by the reimbursement policy and must be submitted on an
approved expense form with receipts.
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Expense Reimbursement:

All expense reimbursements are subject to approval by Executive Director and must be submitted on an
approved expense form. Employees are to use fiscal discretion in incurring costs and are encouraged to
be reasonable in their expenditures. All expenditures must be guided by budget allocations and must
meet expense reimbursement guidelines or are subject to disallowance.

NASDCTEc and NCTEF will reimburse employees for applicable business-related expenses incurred and
approved. The expense form must be turned in within thirty days of the date the expense was incurred
or the completion of travel. All expenses must be accompanied by an original receipt, with the exception
of porterage and miscellaneous expenses where receipts are not available for or appropriate (e.g. metro
expenses). Housekeeping tips and entertainment costs will not be reimbursed. All meal expenses
(including those charged against a hotel room) must include an itemized receipt. Any meal charges to a
credit card must include itemized break down of the meal plus the summary receipt that includes the
meal total and tip. Reimbursement of internet charges will be made only when the employee has
business-related communications to conduct. Reimbursement of luggage fees will only be approved for
business trips requiring three or more days of travel or if approved in advance.

The Finance and Operations Manager will review the Executive Director’s expense reports to assure
appropriate expenditure of NASDCTEc and NCTEF funds. In addition, the Executive Director’s expense
reports will be forwarded to the Executive Committee at the end of each quarter for review and approval.

Payroll Deductions:

NASDCTEc and NCTEF are required by law to withhold applicable federal and state/District of
Columbia income taxes and FICA (Social Security) contributions from employees’ paychecks. The
amount of the tax deduction is based on the employee’s salary, the number of tax exemptions claimed on
the withholding statements and the tax rate.

Garnishment of Employee Wages:

NASDCTEc and NCTEF are obligated to comply with any court order received for the garnishment of
employee wages. The amount withheld is stipulated by court order.

Probationary Period:

Employees are considered on probation for the first six months of employment. During the
probationary period, employees can accrue annual, sick, and compensatory leave. Annual leave cannot
be taken until the probationary period expires. Employees are not eligible for life insurance benefits
until the probationary period expires. At the end of the first 9o days of employment, employees will
receive an evaluation. A second review will be conducted at the end of the first six months of
employment. Employees can be terminated at any time during the probationary period without cause.
Successful completion of the probationary period does not alter the employment at-will employee
relationship.

References:

Requests for information about former employees must be provided by the Executive Director or
President and are limited to verification of employment dates and job title(s).

Any employee who leaves NASDCTEc or NCTEF may request a letter of recommendation from his or her
immediate supervisor or from any other employee who is qualified to vouch for the employee’s
performance and other work-related qualities. = However, the only official verification and
recommendation, if any, will be the one issued by the Executive Director.
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Dress Code:

NASDCTEc and NCTEF require employees to present a neat, professional, and businesslike image to co-
workers, members, and the public. Therefore employees must be dressed in appropriate, clean and tidy
business attire. Business attire does not include shorts, crop tops, flip flops, exercise attire, strapless
tops, any attire with team logos, political logos, or wording/phrases not associated with the
organization. Fridays is considered a casual day and jeans are allowed but only if this does not interfere
with appropriate attire for the employee’s duties, meetings, etc. on that day. If an employee’s attire is
found to be in violation of this policy, disciplinary action will be taken, at the discretion of the Executive
Director. Grooming and hygiene are an equally important part of a professional appearance. Hair should
be clean and neat; extreme styles and colors are not acceptable. Tattoos and body piercings (other than
modest earrings for women) shall not be visible. NASDCTEc and NCTEF will accommodate requests for
dress and grooming that deviate from this Dress Code based on an employee’s religious practices as
required by law.

“Green” Policy:

NASDCTECc and NCTEF strive to be environmentally conscious and to reduce the organization’s carbon
footprint. Further, recycling is a mandate for employers residing in Montgomery County, Maryland.
Fines can be levied on non compliant organizations. Recycling bins are provided for employee use, as
well as briefing materials explaining the county’s recycling requirements. Further, employees are
encouraged to use recycled paper for drafts of work products (a central paper recycling station has been
established) and to recycle all toner cartridges. Employees are requested to turn off their computers and
office lights at the close of the business day.

Kitchen Policy:

NASDCTEc and NCTEF employees have been provided with kitchen facilities. All unmarked condiments
and food will be disposed of at close of business each Friday. The building cleaning staff will not clean
the kitchen appliances therefore all staff is requested to be courteous and clean up after themselves.

SECTION III: CODE OF CONDUCT
Alcohol and Drug Free Workplace Policy:

NASDCTEc and NCTEF are committed to providing an employment environment that is drug-free,
healthful, and safe. While employees are performing their job duties, no employee may use, possess,
distribute, sell, be under the influence or engage in the unlawful manufacture, distribution,
dispensation, possession, or use of illegal drugs. Any violation will be reported to the appropriate legal
authorities.

Employees may not bring alcoholic beverages to work or be under the influence of alcohol while
working. Violations of the drug and alcohol polices will result in disciplinary action, up to and including
termination of employment.

Employee Relations:

NASDCTEc and NCTEF believe that effective communication is essential to a productive work
environment and that all employees should have knowledge of its missions, objectives, priorities,
policies, and administrative guidelines. Staff meetings will be held to communicate and gather feedback
on important organizational issues. Ideas and creativity to strengthen the organization are always
welcome and should be communicated to the employee’s supervisor, Executive Director or President.

Whistleblower Policy:

NASDCTECc and NCTEF Boards of Directors believe it is essential to have a safe and comfortable work
environment and as such the Board of Directors of both organizations have adopted a whistleblower
policy. This policy is in attachment A of the personnel policies and is to be reviewed and signed by each
employee annually. There will be no retaliation for reporting incidents that qualify as whistleblowing.
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Conflict of Interest Policy:

The NASDCTEc and NCTEF Boards of Directors approved a conflict of interest policy that must be
reviewed and signed by all staff and Board members annually or as circumstances may dictate. A copy of
the policy is included in attachment B.

Immigration Law Compliance:

NASDCTEc and NCTEF is committed to employing only United States citizens and aliens who are
authorized to work in the United States and does not unlawfully discriminate on the basis of
citizenship or national origin.

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a
condition of employment, must complete the Employment Eligibility Verification Form I-9 and
present documentation establishing identity and employment eligibility. Former employees who are
rehired must also complete the form if they have not completed an I-9 with NASDCTEc and NCTEF
within the past three years, or if their previous I-9 is no longer retained or valid.

A NASDCTEc or NCTEF employee, who, knowingly, or unknowingly breaks the immigration and/or
labor laws of the U.S., may be committing a crime and the organization does not condone such activity.
Accordingly, persons who engage in such behavior may be subject to disciplinary action, which may
include dismissal.

Harassment:

NASDCTEc and NCTEF are committed to assuring all employees a bias-free work environment.
Harassment based on a protected characteristic or status, such as race, sex, religion, disability, national
origin, age, color, marital status, or sexual orientation, is strictly prohibited. Harassment may consist of
insults, jokes, or other comments or conduct that may create a hostile, intimidating, or offensive work
environment or otherwise interfere with an employee’s work performance.

Sexual harassment in particular has also been defined by government regulations as "unwelcome sexual
advances, request for sexual favors, and other verbal or physical conduct of a sexual nature... when
submission to such conduct if made, either explicitly or implicitly, a term or condition of the individual's
employment, ... (when) submission to or rejection of such conduct... is used as the basis for employment
decisions affecting such individual.”

Harassment in the form of unwelcome sexual advances, request for sexual favors, and other verbal or
physical conduct of a sexual nature is also unlawful if it unreasonably interferes with an individual’s

work performance or creates an intimidating, hostile or offensive work environment.

Employees found to have engaged in harassment will be disciplined as appropriate, up to and including
discharge.

If an employee believes that he or she has been the victim of harassment, the employee should
immediately discuss the situation with the Executive Director or President. To the degree possible, the
investigation will be conducted in such a manner as to protect the privacy of all concerned. There will be
no retaliation for reporting incidents of harassment.

No Smoking Policy:

Smoking is prohibited in the NASDCTEc and NCTEF offices.

Ethics:

Employees of NASDCTEc and NCTEF hold a position of trust. All employees are required to maintain
the highest ethical standards.
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Handling of NASDCTEc and NCTEF Funds:

Integrity in the handling of all NASDCTEc and NCTEF monies is of the utmost importance. No one may
obligate NASDCTEc or NCTEF financially without the prior approval of the Executive Director.

NASDCTEc and NCTEF may perform a credit/consumer report on prospective employees or current
employees who have a fiscal responsibility within the organization. All employees must cooperate in
providing the necessary information to, and signing the necessary documents for, NASDCTEc and
NCTEF. All information will be kept confidential by NASDCTEc or NCTEF and a copy of such report
may be requested by the employee.

Network and Computer Use Policy

Network systems and computer resources are tools provided by NASDCTEc and NCTEF to assist users
with their professional duties. Since all items contained within these systems are property of NASDCTEc
and NCTEF, users are reminded that this is not a private means of communication and all aspects of the
system are accessible by NASDCTEc and NCTEF. This means that all messages composed, sent or
received on the network systems and computer resources ; voicemails, texts, instant messages, and other
electronic communications are the property of NASDCTEc and NCTEF.

Network systems and computer resources must not be used to create or transmit material that is
derogatory, defamatory, obscene or offensive, such as slurs, epithets or anything that might be
construed as harassment or disparagement. Similarly, they systems must not be used to solicit others
for commercial purposes, causes, outside organizations, chain messages or other non-job-related
purposes.

Unlicensed software should not be loaded or executed on the network systems, and licensed software
should not be copied onto any media other than for the purpose of backing up hard drive.

Personal use of such tools is permissible on a limited basis. This limited personal use should not be
during charged time and should not interfere with job performance. Personal messages may not be
broadcast to groups of people or other employees except to appropriate forums (such as designated
listservs). Permission for organization-wide broadcasting of personal messages must be obtained from
the user’s supervisor. Distribution of chain letters, junk mail, jokes, executables, and other large
attachments for purely recreational purposes is prohibited.

Users expressly waive any right of privacy in anything they create, store, send or receive on the
organization’s information system. NASDCTEc and NCTEF can, but is not obliged to, monitor e-mails
and internet/computer activity without prior notification. If there is evidence that users are not
adhering to the guidelines set out in this policy, NASDCTEc and NCTEF reserves the right to take
disciplinary action, including termination and/or legal action.

All passwords must be made known to NASDCTEc and NCTEF upon request. The use of passwords to
gain access to the computer system or to secure specific files does not provide users with an expectation
of privacy in the respective system or document.

Telephone, Internet, and Electronic Mail Policy:

The NASDCTEc and NCTEF telephone systems and messaging resources and all items contained within
these systems are the property of NASDCTEc and NCTEF. This means that all messages composed, sent
or received on the telephone systems and messaging resources, including voicemails are the property of
NASDCTEc and NCTEF.

Telephone calls are an important means of communication with NASDCTEc and NCTEF members,
customers, and partners and therefore should be handled promptly, efficiently and in a courteous
manner. All telephone messages should include the time and date of the call and the correct name,
organization, and the telephone number of the caller.

NASDCTEc and NCTEF discourage excessive use of the telephone and electronic mail for personal
business. NASDCTEc and NCTEF recognize that it may be necessary to make or accept a limited
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number of personal calls and electronic mail communications while at work. However, the frequency
and time spent on personal business must be kept to a minimum.

Employees may not conduct business for profit or gain from NASDCTEc and NCTEF telephones or
electronic mail. Calls to 1-900 numbers, or other pay per call/premium rate telephone numbers, are
prohibited. NASDCTEc and NCTEF staff should utilize the most cost-effective method of telephone use
when on travel for association or foundation business.

NASDCTEc and NCTEF _may monitor usage of the Internet by employees, including reviewing a list of
sites accessed by an individual. No individual should have any expectation of privacy in terms of his or
her usage of the Internet. In addition, NASDCTEc and NCTEF may restrict access to certain sites that it
deems are not necessary for business purposes. The Internet must not be used to access, create,
transmit, print or download material that is derogatory, defamatory, obscene, or offensive, such as slurs,
epithets, or anything that may be construed as harassment or disparagement. The Internet must not be
used to access, send, receive or solicit sexually-oriented messages or images. Downloading or
disseminating of copyrighted material that is available on the Internet is an infringement of copyright
law. Permission to copy the material must be obtained from the publisher.

Employees found to be utilizing the internet or electronic mail for inappropriate or illegal uses will be
terminated immediately and will not be eligible for payout of annual leave. Further, if any suspected
illegal usage of the internet or electronic mail is found, authorities will be contacted without exception.

Employer Property:

Desk computers and computer disks, filing cabinets, electronic mail, and other items utilized in the
course of business are property of NASDCTEc and NCTEF. Such property shall be utilized for business
purpose only and may be searched by NASDCTEc and NCTEF as necessary. The Executive Director shall
keep all passwords in a confidential file.

Employer Intellectual Property:

NASDCTEc and NCTEF invest significant resources in the products, materials and services it provides to
its membership and other consumers. All rights, title, and interest, including copyright, in and to all
work of any kind created or produced (e.g. workshop, presentation, service, technical assistance, article,
product, research paper, etc.) by and as a NASDCTEc and NCTEF employee, temporary employee, or
intern for the purposes of NASDCTEc and NCTEF shall be considered a “work for hire” and NASDCTEc
and NCTEF shall own all rights, title, and interest, including copyright, in and to all work of any kind
created or produced (e.g. workshop, presentation, service, technical assistance, article, product, research
paper, etc.) by and as a NASDCTEc and NCTEF employee, contractor, temporary employee, intern, or
volunteer for the purposes of NASDCTEc and NCTEF, whether done on or off premises. No employee is
permitted to use these products (in any form) for personal gain either while employed by NASDCTEc
and NCTEF or after the employee has left the organization unless expressly given permission to do so by
NASDCTEc and/or NCTEF . Each employee agrees to provide any necessary assistance to protect,
enforce, or perfect NASDCTEc and NCTEF intellectual property rights. Further, each employee agrees
not to register, file, obtain or attempt to register, file, or obtain in his or her own name any patent,
copyright, or trademark relating to any work product.

Internet Postings/Social Media Policy:

Employees who effect postings via the Internet, including but not limited to social networking websites
such as Facebook, and which can be viewed by persons outside of NASDCTEc and NCTEF, should
adhere to the following guidelines:

Be aware of your relationship with NASDCTEc and NCTEF in online social networks. Ensure your
profile and related content will not cause embarrassment or bring disrepute upon NASDCTEc and
NCTEF, or subject NASDCTEc and NCTEF to scorn, by virtue of its employment relationship with you.
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Do not disparage or criticize: (1) the quality or content of products, services, and other offerings of
NASDCTEc and NCTEF; (2) policy or legislative positions of NASDCTEc and NCTEF; (3) suppliers,
advertisers, and vendors of NASDCTEc and NCTEF; or (4) the field of career technical education.

If you discuss matters related to career technical education or other matters within the scope of interest
or activity of NASDCTEc and NCTEF, be clear that you are speaking for yourself and not on behalf of
NASDCTEc and NCTEF.

Do not post or disclose confidential or other proprietary information of NASDCTEc and NCTEF. Ask
permission to publish or post materials owned by NASDCTEc and NCTEF.

Do not cite or reference members, volunteers, supporters, customers, or constituents without their
approval.

Do not use ethnic slurs, personal insults, obscenity, or engage in any conduct that would not be
acceptable in the workplace.

Internet postings should not violate any other applicable policy of NASDCTEc and NCTEF.

Finally, always keep in mind that what you publish may reflect on NASDCTEc and NCTEF.

Nothing in this policy is designed to interfere with, restrain, or prevent communications by non-
supervisory employees regarding terms and conditions of employment.

Outside Employment and Other External Activities

Employees must obtain approval from the Executive Director or President before accepting outside
employment. Approval will be based on possible conflict of interest, any interference with the
employee’s ability to perform his or her duties for NASDCTEc and NCTEF, and interference with regular
working hours. Activity related to outside employment may not take place during the employee’s regular
hours nor involve the use of the NASDCTEc and NCTEF’s resources.

Any employee who wishes to serve in an advisory capacity for another organization or serve on the
board of any organization must first obtain approval from the Executive Director or President . Approval
will be granted based on possible conflict of interest and interference with the employee’s ability to
perform his or her duties for NASDCTEc and NCTEF.

SECTION IV: LEAVES AND HOLIDAYS

Annual Leave:

Employees begin to accrue leave time from the date of employment. Employees may use annual leave
after completion of the six-month probationary period. Leave time will be accrued with each pay period.
DPY = days per year

Length of employment: Annual Leave:

1- 3 years 3.34 hours per pay period (10 DPY)
3 - 5 years 5 hours per pay period (15 DPY)

5 -9 years 6 hours per pay period (18 DPY)

9 + years 7 hours per pay period (21 DPY)

Employees may accrue annual leave up to a maximum of thirty days. Any leave above the thirty-day cap
will be transferred to the employees sick leave account. Annual leave time will be pro-rated for part-
time employees.

Upon departure from NASDCTEc or NCTEF, employees shall receive a lump sum payment for

accumulated annual leave-to-date. Calculation of the final annual leave balance (how much time is
available and at what compensation level) will be based on the last day worked.
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An employee hired on or before the fifteenth of the month accrues annual leave for that month. An
employee hired after the fifteen of the month begins accruing annual leave the following month.
Employees who resign or are terminated on or before the fifteenth the month do not accrue annual leave
for that month.

Employees must request annual leave, in writing, at least two weeks before the employee intends to use
the leave. The employee’s direct supervisor must approve the annual leave request. If leave is requested
less than two weeks from the date the employee wishes to use the leave, the leave may be disallowed or
approved as leave without pay. In general, annual leave will not be authorized the two weeks prior to an
annual conference or meeting (e.g. spring meeting, fall meeting, etc.).

Use of annual leave must be approved in advance by employee’s direct supervisor or the Executive
Director. If an employee has given notice of leaving NASDCTEc/NCTEF’s employment, the employee is
not allowed to use annual leave during the last two weeks of employment with the organization.

Sick Leave:

NASDCTEc and NCTEF offer 12 paid sick leave days per year, one per month, to permanent staff. This
leave can be accrued to a maximum of 9o days. Sick leave will be pro-rated for part-time employees.
For absences of more than five consecutive days, the Executive Director may request a doctor’s
statement. Sick leave is not compensable upon departure or termination.

If an employee is sick, the employee must notify his/her immediate supervisor prior to his/her regularly
scheduled start time of the day the employee will be absent. If the employee does not provide such
notification, the leave will be deducted as annual leave rather than sick leave.

If the employee is using sick leave for a doctor’s appointment, the leave request must be made in writing
at least two weeks before the date of the appointment. The leave request must be approved by the
employee’s supervisor.

All sick leave must be submitted in writing to the employee’s direct supervisor.
Additional Leave:

NASDCTEc and NCTEF permanent employees who have successfully completed the probationary period
leave will have off between the Christmas and New Year holiday. This leave will not be deducted from
an employee’s annual leave balance. This leave cannot be transferred or accrued. The dates for this leave
will be set by the Executive Director annually and are not compensable upon departure or termination.

Bereavement Leave:

Bereavement leave may be granted for the death of a close family member, such as a spouse, child,
mother, father, sister, brother, parent-in-law, grandparents or other individuals as approved by the
Executive Director or President. Generally, three days is approved for bereavement leave, however the
Executive Director or President may extend or limit this leave as appropriate.

Inclement Weather Absence or Early Dismissal:

When the federal government’s “liberal leave” policy is in effect, employees should follow that schedule.
If an employee is unable to make it in, he/she must notify the Executive Director. In this case, annual
leave will be charged for scheduled work missed. When the federal government closes due to inclement
weather, NASDCTEc and NCTEF offices will also be closed. If the office is closed, time is recorded as
administrative leave.

The Executive Director determines when an early dismissal is appropriate, generally following the lead
of the federal government. Administrative leave is charged for time off due to early dismissal. Unless
the office is officially closed, employees are expected to avoid leaving early, unless they have hazardous
traveling conditions or special family needs, such as schools closing. In this case, annual leave will be
charged for work missed.
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IV. F

V.G

IV.H

V.A

Court Leave:

Employees are encouraged to fulfill their civic responsibilities, including participation in jury duty.
Time off for jury duty will be granted to all employees upon presentation of the summons. Exempt
employees who are on jury duty for less than one workweek will be paid the difference between their
regular pay and jury duty pay for that workweek. For circumstances, where jury duty calls for a
commitment beyond one workweek, compensation will be negotiated with the Executive Director and or
President. NASDCTEc and NCTEF reserve the right to request employees to seek permission from the
courts to have their jury duty rescheduled, under appropriate circumstances.

Holidays:

NASDCTEc and NCTEF observe all ten federal holidays: New Year’s Day, Martin Luther King Jr.’s
Birthday, President’s Day, Memorial Day, Independence Day, Labor Day, Columbus Day, Veteran’s Day,
Thanksgiving Day and Christmas Day. Presidential Inauguration Day is also observed. In addition,
NASDCTEc and NCTEF offices are closed the Friday after Thanksgiving.

Exempt employees who work on a holiday will be entitled to another day off, to be approved and
scheduled in advance. Part-time employees who work on a holiday will be entitled to overtime
compensation.

Holidays that fall on Saturday will normally be observed on the preceding Friday. Holidays that fall on
Sunday will normally be observed on the following Monday.

Leave Without Pay:

While neither NASDCTEc nor NCTEF are subject to the Federal Family and Medical Leave Act, unpaid
leave may be granted, on a case-by-case basis for (1) the birth of a child of the employee; (2) the
adoption of a child by the employee; (3) the care of a family member of the employee who has a serious
health condition; or (4) a serious health condition of the employee that renders the employee unable to
perform the functions of the employee’s position.

Employees who have been employed by NASDCTEc and NCTEF for 12 months are eligible for up to
twelve weeks leave without pay for requests that meet the criteria above. If such leave is granted,
NASDCTEc and NCTEF may also agree to pay for the health insurance coverage as described in V.B.
during the leave period, on the condition that the employee returns to full time employment with
NASDCTEc and NCTEF after the twelve-week period. If the employee does not return or voluntarily
departs NASDCTEc/NCTEF within six months of returning following the leave without pay period, the
employee will be responsible for reimbursing NASDCTEc/NCTEF for these health care costs. These
costs will be deducted from the final paycheck. No other benefits are available to the employee during
the twelve-week leave without pay period.

SECTION V: EMPLOYMENT BENEFITS
Group Life Insurance:

NASDCTECc and NCTEF provide term life insurance coverage through Forest T. Jones, Inc. in an amount
equal to one and one half times the employee’s salary. Life insurance is offered in $20,000 increments.
Coverage will be at the closest increment to one and one half times the employee’s salary. Employees
are eligible for this benefit upon the completion of the six-month probationary period and begin the first
full pay period after the probationary period expires. If the employee is deemed ineligible for life
insurance by the life insurance company, NASDCTEc/NCTEF is unable to offer this
benefit to the employee.

Health Insurance:
NASDCTEc and NCTEF provide health care coverage for all employees through the association’s health

insurance plan. Employees may elect to have family coverage, at the employee’s own expense.
Employees are eligible for health insurance coverage on the first day of the month following 30 days
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V.E.

V.F.

continuous eligible employment. Upon termination of employment the coverage will end on the last day
of the month in which employment terminates.

Retirement Program:

Employees are eligible for to participate in the NASDCTEc and NCTEF 401(k) retirement plan on the
first day of the first full month after an employee has been employed by NASDCTEc and NCTEF for 12
months. NASDCTEc and NCTEF will contribute nine percent of the employee’s gross current salary to
the retirement plan.

Part-time employees:

Regular part-time employees who work at least 20 hours per week may be eligible for employee benefits.
Part-time employees are not eligible for participation in the health insurance plan, life insurance
benefits, or paid holiday leave. Per plan documents, part-time employees are eligible for participation in
the 401(k) after meeting eligbility criteria.

Transportation Reimbursement

With appropriate documentation, employees are eligible to receive up to one hundred and fifty five
dollars per month to offset the employee’s commuting expenses. Employees will receive these benefits
via an electronic transfer to the employee’s SmartTrip card or direct payment to the landlord for
parking. The employee is responsible for purchasing his/her SmartTrip card. Staff can request that some
or all of this benefit be in the form of a reimbursement of other commuting expenses (e.g. MARC, VRE,
parking, bus tokens, etc.) pending approval of the appropriate documentation (e.g. receipts). Employees
are eligible for this benefit upon the completion of the six-month probationary period.

Disability Coverage

Staff will be given the opportunity to purchase disability coverage through a third party vendor. This
benefit is at the employee’s expense and is available only upon completion of the probationary period.

SECTION VI: EMPLOYEE EVALUATIONS
Performance Evaluation:

NASDCTEc and NCTEF believe that performance evaluation is a continuous process of feedback and
two-way communication between employees and the Executive Director or President. Each employee is
entitled to a timely, semi-annual formal assessment of his or her performance and abilities. This
ensures that employees have a clear definition of the role they play in achieving the objectives of the
organization, as well as an understanding of the criteria that will be used in their formal performance
evaluation.

Explicit and objective evaluations are encouraged. Evaluations will be conducted openly and
constructively, while avoiding using subjective criteria for measuring performance. An employee is
evaluated against the responsibilities of the position.

The performance evaluation process:

» Is an opportunity for the employee and the Executive Director or President to discuss the
responsibilities of the position and exchange ideas on the position’s potential development;

Clarify expectations of both the Executive Director or President and the employee;

Identify the employee’s areas of strength and areas of needed development;

vV V V

Identify training needs; and
» Provide a basis for setting merit salary increase and determining promotions.

Employees are rated using the following categories:
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V1. B

Outstanding Performance: Job performance is exceptional and consistently exceeds the requirements
and expectations of the position in all areas. The employee has made extraordinary contributions to
NASDCTEc and NCTEF and has shown a high degree of initiative, resourcefulness, and good judgment.
This is a level 5 on the performance evaluation scale.

Commendable Performance: Job performance clearly exceeds the requirements and expectations of the
position in most areas. The employee provides high quality work and possesses exceptional knowledge
about his or her responsibilities. This is a level 4 on the performance evaluation scale.

Satisfactory Performance: Job performance fully meets the requirements and expectations in all area
of the position. Areas for improvement are noted. This is a level 3 on the performance evaluation scale.

Marginal Performance: Job performance meets minimal requirements. Major areas for improvement
are noted. The employee may be placed on a performance improvement program, normally for thirty
days. If improvement to a fully satisfactory performance is not noted within this period, the employee
may be terminated. This is a level 2 on the performance evaluation scale.

Unsatisfactory Performance: Job performance is below an acceptable level. The employee may be
placed on a performance program, normally for 30 days. If improvement to a fully satisfactory
performance is not noted within this period, the employee will be terminated. This is a level 1 on the
performance evaluation scale.

The discharge of an employee for unsatisfactory performance generally may be preceded by verbal and
written warnings and suspension. However, at management discretion, employees may be separated
from NASDCTEc or NCTEF without prior warning. Nothing in this policy provides any contractual
rights regarding employee discipline or counseling, and this policy in no way shall be read as modifying
the at-will employment relationship between NASDCTEc and NCTEF and its employees.

Performance Evaluation Procedures:

At the end of the first 9o days of employment, employees will receive an evaluation. A second review
will be conducted at the end of the first six months of employment. Written performance evaluations
are given to all employees at the end of their initial three months of employment, on their first
anniversary date and annually thereafter. After the first anniversary date, verbal performance check ins
are given at each six-month point.

Completed performance reviews must be signed by employee’s director supervisor, the Executive
Director and the employee.

SECTION VII: TERMINATION

Employees can be terminated voluntarily or involuntarily. Every effort is made to effect a smooth transition
from the organization, ensuring that employees are granted all rights and benefits to which they are entitled.

VII. A Voluntary Termination:

NASDCTEc and NCTEF would appreciate employees providing the Executive Director or President of
the association with at least 30 days written notice before leaving NASDCTEc or NCTEF.

VII. B Involuntary Termination:

vV V V V

It is not possible to list all forms of behavior that would warrant dismissal and are considered
unacceptable in the workplace. The following are examples of infractions of rules of conduct that may
result in disciplinary action, up to and including termination of employment:

Theft or inappropriate removal of possession of NASDCTEc or NCTEF property;

Falsification of time keeping records or expense reports;

Working under the influence of alcohol or illegal drugs;

Possession, distribution, sale, transfer, or use of illegal drugs in the workplace, while on duty or

while operating employer-owned equipment;
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vV V V VY V

Fighting or threatening violence in the workplace;

Insubordination or other disrespectful conduct;

Sexual harassment;

Lack of work, funds or elimination of position;

Unsatisfactory performance or conduct; inability to perform the essential functions of the job.

Employment with NASDCTEc or NCTEF is at the mutual consent of NASDCTEc or NCTEF and the
employee and either party may terminate that relationship at any time, with or without cause, and with
or without advance notice.

The Executive Director will approve all terminations and suspensions.

VII. C Accrued Pay and Leave:

VII.D

Terminated employees are entitled to a final paycheck on their last day of employment, provided all
keys, passwords, association/foundation property and equipment are returned. The final check will
include all earnings through the last day of employment and payment for up to thirty days of accrued
vacation at the employee’s regular rate of pay, less any outstanding expenses or overdrawn sick leave or
other uncleared financial obligations.

Unemployment Compensation:

NASDCTEc and NCTEF contribute to the Maryland’s unemployment compensation program, which
provides weekly salary payments to unemployed persons. NASDCTEc and NCTEF’s contributions are
established by the Maryland government. Eligibility for unemployment compensation is determined by
the unemployment compensation agency in the state in which the unemployment person files, not
NASDCTEc or NCTEF, NASDCTEc and NCTEF will verify the reason for termination, which is stated on

the employee’s application for unemployment compensation.
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EMPLOYEE ACKNOWLEDGEMENT FORM

I have received and read this revision of the NASDCTEc and NCTEF PERSONNEL POLICIES
and I understand that it is my responsibility to follow the policies contained in it, as well as any
revisions made to it. I understand that the handbook is a statement of policies and is not an
express or implied contract of employment or a legal document.

I further understand that I am employed at-will, that both NASDCTEc and NCTEF and I are
free to terminate the employment relationship at our discretion, and that no supervisor or
other employee, other than the Executive Director, has the authority to alter this relationship.

Since the information, policies, and benefits described here are necessarily subject to change, I

acknowledge that further revisions to the NASDCTEc and NCTEF PERSONNEL POLICIES
may occur.

Acknowledged and Accepted by:

Signature:

Print Name: Date:
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Attachment A

APPROVED WHISTLEBLOWER POLICY

Should any person have knowledge of any illegal or unethical conduct in connection with the finances or
other aspect of NASDCTEc or NCTEF operations, that person should inform the Executive Director. If the
alleged wrongdoing concerns the Executive Director, then the NASDCTEc President or other Executive
Committee member of the NASDCTEc or NCTEF should be notified instead.

Should the Executive Director, President, or other Officer or Director of NASDCTEc or NCTEF receive
information regarding alleged illegal or unethical conduct in connection with the finances or other aspect of
NASDCTECc or NCTEF operations, that person shall inform the Executive Committee.

The Executive Committee shall investigate all credible allegations. At all times respecting the privacy
and reputation of individuals involved to the extent possible, the Executive Committee shall inform the Board of
Directors if any material allegation is confirmed, or if the Committee otherwise believes that the Board of
Directors should be made aware of the situation. Should any member of the Executive Committee be the subject
of an allegation of wrongdoing, that member shall recuse themselves from any investigation, deliberation, and
decision-making.

There will be no punishment or other retaliation for the good faith reporting of conduct pursuant to this

policy. If the person providing the information requests anonymity, this request will be respected to the extent
that doing so does not impede any investigation or resolution.

Employee’s name:

Employee’s signature:

Supervisor’s name:

Supervisor’s signature

Date:
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NASDCTEC/NCTEF
EMPLOYEE CONFLICT OF INTEREST POLICY

PURPOSE: This Conflict of Interest Policy has been adopted to protect the integrity of
purchasing and other decisions and actions of NASDCTEc and NCTEF.

DISCLOSURE: An employee shall disclose to the Executive Director any business or personal
relationship of the Employee with any vendor or other firm, organization, or individual with which
NASDCTEc or NCTEF do business or are actively considering doing business.

IMPROPER INFLUENCE: An employee shall not attempt to influence any decision of
NASDCTEc or NCTEF to do business with any vendor or other firm, organization, or individual with
which the Employee has a business or personal relationship.

GIFTS AND GRATUITIES: No employee shall accept gifts, services, transportation, meals,
lodging, entertainment, or similar items or benefits from a vendor or other firm, organization, or
individual with which NASDCTEc or NCTEF has, or is actively considering, a contractual or other
business relationship, with a value totaling more than $250 annually. This prohibition shall not apply
to complimentary lodging, meals, or transportation provided by hotels, convention centers, or
convention and visitors bureaus in connection with meetings or events of NASDCTEc or NCTEF,
including site visits.

FEES FOR ADVISORY SERVICES: No employee shall accept any fee or other consideration
for advising or consulting services provided to any person who has an interest in an issue, matter, or
transaction related to the interests of NASDCTEc or NCTEF.

Employee’s name:

Employee’s signature:

Supervisor’s name:

Supervisor’s signature

Date:
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NASDCTECc/NCTEF Board of Directors’ Meeting
WHISTLEBLOWER POLICY
Approved on April 9, 2006
Washington, D.C.

Should any person have knowledge of any illegal or unethical conduct in connection with the
finances or other aspect of NASDCTEc or NCTEF operations, that person should inform the
Executive Director. If the alleged wrongdoing concerns the Executive Director, then the
NASDCTECc President or other Executive Committee member of the NASDCTEc or NCTEF
should be notified instead.

Should the Executive Director, President, or other Officer or Director of NASDCTEc or NCTEF
receive information regarding alleged illegal or unethical conduct in connection with the finances
or other aspect of NASDCTEc or NCTEF operations, that person shall inform the Executive
Committee.

The Executive Committee shall investigate all credible allegations. At all times respecting the
privacy and reputation of individuals involved to the extent possible, the Executive Committee
shall inform the Board of Directors if any material allegation is confirmed, or if the Committee
otherwise believes that the Board of Directors should be made aware of the situation. Should any
member of the Executive Committee be the subject of an allegation of wrongdoing, that member
shall recuse themselves from any investigation, deliberation, and decision-making.

There will be no punishment or other retaliation for the good faith reporting of conduct pursuant

to this policy. If the person providing the information requests anonymity, this request will be
respected to the extent that doing so does not impede any investigation or resolution.

Name:

Signature:

Date:







BYLAWS OF

NATIONAL CAREER TECHNICAL EDUCATION FOUNDATION

Update by NCTEF Board of Directors
March 31, 2014

Section 1.

Section 2.

Section 1.

ARTICLE |
OFFICES AND REGISTERED AGENT

Reqgistered Office and Agent.

The National Career Technical Education Foundation (hereinafter the "Founda-
tion™) shall have and continuously maintain a registered office in the State of
Delaware, and a registered agent whose office is identical with such registered
office. The registered agent shall be an individual resident of the State of
Delaware or a corporation, whether for profit or not for profit, authorized to
transact business in the State of Delaware. The address of the registered office
may be changed from time to time.

Other Offices.

The Foundation may have such other office or offices, at such suitable place or
places within or without the State of Delaware, as the Board of Directors may
from time to time determine as necessary or desirable for the conduct of the
affairs of the Foundation.

ARTICLE Il
MEMBERSHIP

The Foundation shall not have members.

ARTICLE Il
BOARD OF DIRECTORS

Powers.

There shall be a Board of Directors of the Foundation, which shall manage,
supervise and control the business, property and affairs of the Foundation except
as otherwise expressly provided by law, the Articles of Incorporation of the
Foundation, or these Bylaws. The Board of Directors shall be vested with the
powers possessed by the Foundation itself, including the powers to determine the
policies of the Foundation and prosecute its purposes, to appoint and remunerate





agents and employees (including the power to delegate some or all of this
authority), to establish the budget of the Foundation, to disburse the funds of the
Foundation, and to adopt such rules and regulations for the conduct of its business
as shall be deemed advisable. Notwithstanding the above, the Board of Directors
may not affect any merger, consolidation, dissolution, or transfer of assets other
than in the normal course of business, without advance approval of the Board of
Directors of the National Association of State Directors of Career Technical
Education Consortium (“NASDCTEc”).

Section 2. Number and Qualifications.

The number of directors shall be seven and shall be divided into two classes, as
follows:

The Organizational Class, which shall consist of the President, Vice President,
Secretary/Treasurer and Past President of NASDCTECc (hereinafter referred to as
“Organizational Directors”).

The Public Class, which shall consist of three directors, who shall be individuals
actively involved in the field of education who are not members of the Board of
Directors of the NASDCTEc (herein-after referred to as "Public Directors").

Section 3. Election and Term of Office.

Each Organizational Director shall serve by virtue of, and for a term concurrent
with, their Officer position in NASDCTEc. A majority of the entire Board of
Directors then in office shall elect Public Directors. Each Public Director shall
hold office for a term of one year or until his or her successor is duly executed
and qualified. However, it is expected that only one Public Director shall be
elected annually by the Board of Directors, and therefore initial Public Directors
may be elected for terms of up to three years until such time as a regular rotation
is established.

Section 4. Resignation.

Any director may resign at any time by giving written notice to the President of
the Foundation. Such resignation shall take effect at the time specified therein, or,
if no time is specified, at the time of acceptance thereof as determined by the
President of the Foundation.

Section 5. Removal.

Any Organizational Director may be removed from such office by a two-thirds
vote of the directors at any regular or special meeting of the Board of Directors of
the NASDCTECc at which a quorum is present, for (1) violation of these Bylaws or
(2) engaging in any other conduct prejudicial to the best interests of the
Foundation. Such removal may occur only if the director involved is first





Section 6.

Section 7.

Section 8.

Section 9.

provided (1) with adequate notice of the charges against him or her in the form of
a statement of such charges and of the time and place of the meeting of the Board
of Directors of the NASDCTEc scheduled for the purpose of hearing or
considering such action, sent by certified or registered mail to the last known
address of such director, (2) an opportunity to appear before the Board of
Directors of the NASDCTEc or forward a written statement thereto in
presentation of any defense of such charges, no sooner than thirty days after the
sending of such notice, and (3) a written explanation as to (if such is the case)
why such director is being removed from such office. In these regards, the Board
of Directors of the NASDCTEc shall act on the basis of reasonable and consistent
criteria, always with the objective of advancing the best interests of the
Foundation. Any Public Director may be removed from such office in accordance
with the foregoing procedures except that the removal may be by the NASDCTEc
Board or by a majority vote of the remaining directors of the Foundation then in
office.

Vacancies.

A vacancy in any Organizational Director's position shall be filled for the
unexpired term by majority vote of the members of the Board of Directors of the
NASDCTEc. A vacancy in any Public Director's position shall be filled for the
unexpired term at a meeting of the NCTEF directors by a majority vote of the
remaining directors then in office.

Reqular Meetings.

A regular annual meeting of the Board of Directors of the Foundation shall be
held each year, at such time, day and place as shall be designated by the Board of
Directors, for the purpose of transacting any such business as may come before
the meeting. The Board of Directors may, by resolution, provide for the holding
of additional regular meetings.

Special Meetings.

Special meetings of the Board of Directors may be called at the direction of the
President of the Foundation or by a majority of the voting directors then in office,
to be held at such time, day and place as shall be designated in the notice of the
meeting.

Notice.

Notice of the time, day and place of any meeting of the Board of Directors shall
be given at least ten days previous thereto in the manner set forth in Section 1 of
Avrticle VII hereof. The purpose or purposes for which a special meeting is called
shall be stated in the notice thereof. Any director may waive notice of any
meeting by a written statement executed either before or after the meeting.
Attendance at a meeting shall constitute a waiver of notice thereof, except where





attendance is for the express purpose of objecting to the call or convening of the
meeting.

Section 10.Quorum.

A majority of the directors shall constitute a quorum for the transaction of
business at any meeting of the Board of Directors, except if less than a quorum of
directors is present at such meeting, one-third of the directors present may adjourn
the meeting from time to time without further notice.

Section 11. Manner of Acting.

Except as otherwise expressly required by law, the Articles of Incorporation of
the Foundation, or these Bylaws, the affirmative vote of a majority of the
directors present at any meeting of the Board of Directors at which a quorum is
present shall be the act of the Board of Directors. Each director shall have one
vote. VVoting by proxy shall not be permitted.

Section 12. Written Consent.

Action taken by the Board of Directors without a meeting is nevertheless Board
action if written consent to the action in question is signed by all of the directors
and filed with the minutes of the proceedings of the Board, whether done before
or after the action so taken. Such consent may be affected via electronic
communication as allowed by the Board of Directors.

Section 13. Telephone and Electronic Meetings.

Any one or more directors may participate in a meeting of the Board of Directors
by means of a conference telephone or similar telecommunications device which
allows all persons participating in the meeting to hear each other and such
participation in a meeting shall be deemed presence ‘in person at such meeting. In
addition, the Board of Directors, in its discretion, may direct that any meeting of
members shall be conducted by electronic communication, in whole or in part, as
allowed by law.

Section 14. Compensation.

No director shall receive any compensation for services rendered in such capacity,
except that the Board may by resolution provide for the reimbursement of actual
travel and lodging expenses incurred in the performance of the duties of the
director to the extent provided by such resolution.





Section 1.

Section 2.

Section 3.

Section 4.

Section 5.

Section 6.

Section 7.

ARTICLE IV
OFFICERS

Officers.

The officers of the Foundation shall consist of a President, a Vice President, and
Secretary/Treasurer, and a Past President. The Foundation shall have such
assistant officers as the Board of Directors may from time to time deem

necessary, such officers to have the authority, and to perform the duties prescribed
from time to time by the Board of Directors.

Selection of Officers.

The officers of the Foundation shall be the officers of the NASDCTEc, who shall
serve in the same capacities for both organizations.

Term of Office.

The terms of the officers of the Foundation shall be concurrent with their terms as
officers of NASDCTEc.

Resignation.

Any officer may resign at any time by giving written notice to the President of the
Foundation. Such resignation shall take effect at the time specified therein, or, if
no time is specified, at the time of acceptance thereof as determined by the
President.

Removal.

The provisions of Article 111, Section 5 regarding removal of Organizational
Directors will apply to the removal of officers as well.

Vacancies.

A vacancy in any office because of death, resignation, removal, disqualification,
or otherwise, shall be filled by the Board of Directors of NASDCTEc for the
unexpired term.

President.

The President shall be the chief executive officer of the Foundation and, subject to
the overall guidance and supervision of the Board of Directors, give active
direction and control of the business and affairs of the Foundation. He or she may
sign any deeds, mortgages, bonds, contracts, or other instruments which the Board
of Directors has authorized to be executed, except in cases where the signing and
execution thereof shall be expressly delegated by the Board of Directors or by
these Bylaws or by statute to some other officer or agent of the Foundation; and in





Section 8.

Section 9.

Section 1.

general, he or she shall perform all duties incident to the office of President and
such other duties as may be prescribed by the Board of Directors from time to
time.

Vice President.

In the absence of the President or in the event of his or her inability or refusal to
act, the Vice President shall perform the duties of the President, and when so
acting, shall have all the powers of and be subject to all the restrictions upon the
President. The Vice President shall perform such other duties as from time to time
may be assigned by the President or Board of Directors.

Secretary/Treasurer.

The Secretary/Treasurer shall ensure that minutes of the meetings of the Board of
Directors are prepared and approved by the Board of Directors ; and see that all
notices are duly given in accordance with the provisions of these Bylaws or as
required by law; present reports on the finances of the Foundation at Board of
Directors meetings; present the annual budget for approval by the Board of
Directors; serve as Chair of the Finance Committee; and in general perform all
duties incident to the office of Secretary/Treasurer and such other duties as from
time to time may be assigned by the President or by the Board of Directors.

ARTICLE V
COMMITTEES

Committees of Directors.

The Board of Directors, by resolution adopted by a majority of the directors in
office, may designate and appoint one or more committees, each consisting of one
or more directors, which committees, to the extent provided in said resolution,
shall have and exercise the authority of the Board of Directors in the management
of the Foundation; provided, however, that no such committee shall have the
authority of the Board of Directors in reference to amending, altering or repealing
these Bylaws; electing, appointing or removing any member of any such
committee or any director or officer of the Foundation; amending the Articles of
Incorporation of the Foundation; adopting a plan of merger or adopting a plan of
consolidation with another' corporation; authorizing the sale, lease, exchange or
mortgage of all or substantially all of the property and assets of the Foundation;
authorizing the voluntary dissolution of the Foundation or revoking proceedings
therefore; adopting a plan for the distribution of the assets of the Foundation; or
amending, altering or repealing any resolution of the Board of Directors which by
its terms provides that it shall not be amended, altered or repealed by such
committee. The designation and appointment of any such committee and the
delegation thereto of authority shall not operate to relieve the Board of Directors,
or any individual director, of any responsibility imposed upon the Board or the
director by law.





Section 2.

Section 3.

Section 4.

Section 5.

Section 1.

Term of Office.

Each member of a committee shall continue as such until the next annual meeting
of the Board of Directors and until a successor is appointed, unless the committee
shall be sooner terminated, or unless such member be removed from such
committee, or unless such member shall cease to qualify as a member thereof.

Vacancies.

Vacancies in the membership of committees may be filled by appointments made
in the same manner as provided in the case of the original appointments.

Quorum.

Unless otherwise provided in the resolution of the Board of Directors designating
a committee, a majority of the whole committee shall constitute a quorum and the
act of a majority of the members present at a meeting at which a quorum is
present shall be the act of the committee.

Rules.

Each committee may adopt rules for its own government not inconsistent with
these Bylaws or with rules adopted by the Board of Directors.

ARTICLE VI
CONTRACTS, CHECKS, DEPOSITS AND FUNDS

Contracts.

The Board of Directors may authorize any officer or officers, agent or agents of
the Foundation, in addition to the officers so authorized by these Bylaws, to enter
into any contract or execute and deliver any instrument in the name of and on
behalf of the Foundation, and such authority may be general or confined to
specific instances.

Section 2. Checks, Drafts, etc.

All checks, drafts or orders for the payment of money, notes or other evidences of
indebtedness issued in the name of the Foundation, shall be opened and copied by
someone other than the finance staff member. The finance staff member will then
receive the checks by entering them into the accounting software and marking the
corresponding invoice paid along with the date, check number, and their initials.





Section 3. Deposits.

All funds of the Foundation shall be deposited from time to time to the credit of
the Foundation in such banks, trust companies or other depositaries as the Board
of Directors may select.

Section 4. Gifts.

The Board of Directors may accept on behalf of the Foundation any contribution,
gift, bequest, or devise for the general purposes or for any special purpose of the
Foundation.

ARTICLE VII
MISCELLANEOUS PROVISIONS

Section 1. Notice.

Whenever under the provisions of these Bylaws, the Articles of Incorporation of
the Foundation, or statute, notice is required to be given to a director, committee
member, or officer, such notice shall be given in such manner as determined by

the Board of Directors and allowed by law. Such notice shall be deemedto have
been given when sent.

Section 2. Books and Records.

The Foundation shall keep correct and complete books and records of account and
shall also, keep minutes of the proceedings of its Board of Directors and
committees having any of the authority of the Board of Directors, and shall keep
at its registered or principal office a record giving the names and addresses of the
members of its Board of Directors.

ARTICLE VI
INDEMNIFICATION

The Foundation shall indemnify each member of the Board of Directors, as described in
Article 111 hereof, and each of its officers, as described in Article IV hereof, for the defense
of civil or criminal actions or proceedings as hereinafter provided in a. manner and to the
extent permitted by applicable law.

The Foundation shall indemnify each of its directors and officers, as aforesaid, from and
against any and all judgments, fines, amounts paid in settlement, and reasonable expenses,
including attorneys' fees, actually and necessarily incurred or imposed as a result of such
action or proceeding or any appeal therein, imposed upon or asserted against him or her by
reason of being or having been such a director or officer and acting within the scope of his or
her official duties, but only when the determination shall have been made judicially or in the
manner herein provided that he or she acted in good faith for a purpose which he or she
reasonably believed to be in the best interests of the Foundation and, in the case of a criminal





action or proceeding, in addition, had no reasonable cause to believe that his or her conduct
was unlawful. A non-judicial determination that the director or officer has met the foregoing
applicable standard of conduct shall be made (1) by the Board of Directors by a majority vote
of a quorum consisting of directors who are not parties to such action or proceeding; or (2) if
a quorum under (1) is not obtainable with due diligence, or, even if obtainable, at the request
of a quorum of disinterested directors, upon the opinion in writing of independent legal
counsel that the director or officer has met the foregoing applicable standard of conduct. If
the foregoing determination is to be made by the Board of Directors, it may rely as to all
questions of law on the advice of independent legal counsel.

Every reference herein to a member of the Board of Directors or officer of the Foundation
shall include every director and officer thereof and former director and officer thereof. This
indemnification shall apply to all the judgments, fines, amounts in settlement, and reasonable
expenses described above whenever arising, allowable as above-stated. The right of
indemnification herein provided shall be in addition to any and all rights to which any
director or officer of the Foundation might otherwise be entitled and. provisions hereof shall
neither impair nor adversely affect such rights.

ARTICLE IX
AMENDMENTS TO BYLAWS

These Bylaws, including this Article 1X, may be amended, revised, repealed, or modified
upon the affirmative vote of a majority of the Board of Directors at any regular or special
meeting of the Board, with subsequent or prior approval of the Board of Directors of the
NASDCTEc. An amendment shall be effective immediately after adoption consistent with
the above procedure unless a later effective date is specifically adopted at the time the
amendment is enacted.






Declaration of Support
Common Career Technical Core Initiative

WHEREAS, the mission of the Career Technical Education (CTE) community is to work together at every level
to transform the U.S. education and workforce system into one that rewards innovation, supports different
learning styles, values different student interests and talents equally, adapts and responds to technology needs,
and prepares all students (secondary, postsecondary and adult) for career success through multiple Career
Pathways; and

WHEREAS, CTE is helping our nation address key challenges—from workforce development to student
achievement, from economic vitality to global competitiveness by:

e Improving the educational experience for millions of students in high school and college by providing
an engaging, relevant education that reduces dropout rates and improves student achievement;

e Helping students discover the wide range of career options available to them—and charting the most
effective and efficient educational pathways through high school and postsecondary education for
optimum value and success;

e Developing a skilled, sustainable workforce that is well prepared for the high-demand, high-skill and
high-paying jobs of today and tomorrow; and

e  Working directly with business and industry to ensure that CTE programs are developing people with
the skills, credentials and technical knowledge necessary to keep America on the leading edge of
innovation and global competitiveness; and

WHEREAS, my state is fully committed to providing world-class CTE programs at the secondary, post
secondary and adult levels that engage students in high-quality, rigorous and relevant education that allow
students to turn their passion, talent and ability into success; and

WHEREAS, the National Association of State Directors of Career Technical Education Consortium (NASDCTECc),
in an effort to forward the mission of the CTE community, is launching the Common Career Technical Core
(CCTQ) initiative, which is a state-led effort to develop high expectations among CTE programs through a set of
common state standards that will include:

e Standards for Career Ready Practice;

e Career Cluster™ Anchor Standards, applicable to each of the 16 Career Clusters™; and

e Career Pathway Anchor Standards, linked to specific Career Pathways and industry benchmarked when

possible.

NOW, THEREFORE, BE IT RESOLVED, that by this resolution, | commit to supporting the Common

Career Technical Core (CCTQ) initiative by advising and participating in the development.

e | understand that the goal of the CCTC is to achieve common expectations among the states in an effort
to ensure career readiness so that the United States remains globally competitive.

e |understand the importance of the CCTC to move forward the quality, rigor, and equity of opportunity
for CTE within my state and the nation.

e |lunderstand that by committing to this resolution that my state will have the opportunity to appoint
representative to participate in each of the working groups, convening virtually, during the spring of
2012.

e |lunderstand that | will communicate with educators and stakeholders in my state about the purpose
and proposed outcomes for the use of the CCTC.

e lunderstand that my state will be listed among those demonstrating commitment to the creation of the
CCTC.

NASDCTEc Member State Date

PATHWAYS TO COLLEGE & CAREER READINESS .~ Learning that works for America

CareerClusters: CTE






Common Career Technical Core (CCTC)
CTE State Director Declaration of CCTC Planning and Engagement

WHEREAS, in 2010, the National Association of State Directors of Career Technical Education
(NASDCTEC) and its members adopted a bold agenda for Career Technical Education (CTE), Reflect,
Transform, Lead: A Vision for Career Technical Education, calling for the development of common
standards for CTE that are supported by leaders from business, labor, education and government.

WHEREAS, the call to develop common CTE standards was in response to the challenges of the global
economy, to silence the criticisms of CTE as lacking consistency in the quality of its programs and to
ensure equitable access to high quality CTE programs across the United States.

WHEREAS, on April 17,2011 the NASDCTEc Board of Directors, unanimously voted to proceed with the
development of common CTE standards, called the Common Career Technical Core (CCTC), to be
comprised of Career Ready Practices, as well as standards in each of the 16 Career Clusters™ and the 79
Career Pathways that are part of the National Career Clusters™ Framework. The CCTC define what
students should be able to know and do after completing instruction in a program of study.

THEREFORE, BE IT RESOLVED, consideration by the CTE State Directors to participate in a series of
actions supporting the exploration, planning and awareness of CCTC is requested through a signature

of commitment for the identified expectations provided below.

By signing this declaration, the CTE State Director commits to:

. Inform the CTE community and other key stakeholders throughout the state about the
CCTC during the 2012-2013 academic year.
. Share reactions to the CCTC from within the state with the Board of Directors of

NASDCTEc to help inform the development of strategy for the adoption and
implementation of the CCTC.

. Support the development and execution of a gap analysis sponsored by NCTEF to
determine alignment of current state-adopted standards for CTE with the newly
released CCTC standards. [An independent contractor will conduct the analysis for
each individual state and/or territory using a uniform methodology beginning in
January of 2013.]

. Identify a point-of-contact or advisory committee of experts within the state to
coordinate with the independent contractor during the gap analysis to ensure
accurate data collection. The state engagement provides a direct state linkage to
advisement, clarification and input during the process of the gap analysis process.

. Share the results of the gap analysis with the CTE community and other key
stakeholders.
. Develop a plan of action informed by the gap analysis for how the state will proceed

with adopting and implementing the CCTC and identify what resources are needed to
support the plan.

. Share what supports are needed to implement the plan with the Board of Directors of
NASDCTEc to help inform the development of strategy for providing technical
assistance and other resources to the state.

Signed Date

Learning that works for America PATHWAYS TO COLLEGE & CAREER READINESS

CTE CareerClusters®
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CERTIFICATE OF INCORPORATION
OF
NATIONAL CAREER TECHNICAL EDUCATION FOUNDATION, INC.

The undersigned natural person of the age of 21 years or more, acting as Incorporator
of a corporation, does hereby adopt the following Articles of Incorporation for such corporation
pursuant to the General Corporation Law of the State of Delaware.

1. Name. The name of the corporation is NATIONAL CAREER TECHNICAL
EDUCATION FOUNDATION, INC.

2. Duration. The period of duration Is perpetual.

3. Purpose. The Corporation Is organized and shall be operated exclusively for those
purposes within the meaning of § 501(c)(3) of the intemal Revenue Code of 1986, as now in
effect or as may hereafter be amended ("the Code"). The specific purpose for which the
Corporation is formed is to develop and fund activities and programs that are designed to
improve the career technical education system at the secondary, post secondary, and adult
levels. This Corporation shall be a nonprofit corporation.

4. Stock. The Corporation shall not have authority to issue capital stock.

5, Members. The Corporation shali have no members.

6. Restrictions.

(a) No part of the net income of the Corporation shall inure to the benefit of or be
distributable to its directors, officers, or other private person, except that the Corporation shall
be authorized and empowered 10 pay reasonable compensation for services actually rendered
and to make payments and distributions in furtherance of the purposes and objects set forth in
Articla 3 hersof.

{b) No substantial part of the activities of the Corporation shall be the carrying on of
propaganda or otherwise attempting to influence legislation, and tha Corporation shall not
participate in or intervene in (Including the publighing or distributing of statements) any political
campaign on behalf of or against any candidate for public office.

(c) Notwithstanding any other pravision set forth in this Certificate of Incorporation, at
any time during which it Is deemed a private foundation, the Corporation shall not engage in
any act of self-dealing as defined in Section 4841(d) of the Code; the Corporation shall
distribute its income for each taxable year at such time and in such manner as not to become
subject to the tax on undistributed income imposed by Section 4842 of the Code; the
corporation shall not own any excess business holdings described in Section 4943 of the Code;
the Corporation shall not make any investment in such manner as to be subject to the tax
imposed by Section 4944 of the Code; and the corporation shall not make any taxable
expenditures as defined in Section 4945(d) of the Code. Any referencs in this Certificate to any






sectlon of the Code shall be desmned to incorporate by reference the corresponding provisions
of any subsequent federal tax laws.

(d) Notwithstanding any other provision of this Certificate, the Corporation shall not
conduct or carry on any activities not permitted to be conducted or carried on by an
organization exempt from {ax under Section 501(c)3), or to which contributions are to be
deductible under Section 170(c)(2), of the Code.

7. Directors. The business of the Corporation shall be carred on through its Board of
Directors: the manner of their election or appointment, other than the initial Board of Directors
provided for herein, shall be as provided in the Bylaws.

8. Dissolutien. Upon the dissolution of the Corporation or the winding up of its affairs,
and after payment, or making provision for payment, of all outstanding debts and liabilities, the
Board of Directors shall distribute the assets of the Corporation to one or more organizations
organized and operated for those purposes as shall at the time qualify under §501(c)(3) of the
Code, and to which contributions are deductible under §170(c)(2) of the Code, or corresponding
sections of any future Code. in no event shall any such assets be distributed to any Director,
Officer, or other private individual.

8. Registered Agent. The address, including the street and number, of its initial
registered office is 2711 Centerville Road, Suite 400, in the City of Wilmington, County of New
Castle, Dalaware 19808, and the name of its initlal agent is Corporation Service Company.

10. Initial Directors. The number of directors constituting the initial Board of Directors
is eight (8). The names and addresses, Including streat and humber, of the persons who are to
serve as the Initial directors are:

NAME ADDRESS
Dr. Michael G, Rush 650 West State Street, Room 324

Boise, Idaho 83720

Ms. Elen O'Brien Saunders 128 10th Avenue SW
Olympia, WA 88504-3105

Dr. John C. Foster 333 Market Street, 6" Floor
Harrisburg, PA 17126-0333

Dr. Ann Benson 1413 S. Oakfield Court
Stillwater, OK 74074

Mr. James Dick 6701 W 64th Street
Overland Park, KS 68202

Dr. Linda Hoops 329 Main Street
Evansville, IN 47708





Ms. Virginia O'Brien Irwin 101 Pleasant Street
Concord, NH 03301

Dr. Ronald McCage 18686 Southemn Lane
Decatur, GA 30033-4097

11. Incor or. The name and address, Including street and number, of the
incorporator is:

NAME ADDRESS
Hugh Webster 1747 Pennsylvania Ave., NW
Suite 1000

Washington, DC 20006

I, the undersigned, for the purpose of forming a corporation under the laws of the State
of Delaware, do make, file, and record this Certificate, and do certify that the facts hereln stated
are true, and | have accordingly hereunto set my hand this 12" day of Decamber, 2003.

BY:

NAME: Hugh Webster







CLUSTER LEADER - CONFLICT OF INTEREST POLICY
Approved by Taskforce

Article | - Purpose

The purpose of the conflict of interest policy is to protect the interest of NASDCTEC/NCTEF
(the “organization”) when it is contemplating entering into a transaction or arrangement that might
benefit the private interest of a Cluster Leader or Cluster Leader representative, officer, director or
employee (henceforth referred to collectively as “Cluster Leader”). This policy is intended to
supplement but not replace any applicable state laws governing conflicts of interest applicable to
nonprofit and charitable organizations.

Article 11 - Statement of Belief

Cluster Leaders shall make decisions in the best interests of the organization only and without
regard to the personal, family, financial, or professional interests of any individual Cluster Leader or
Cluster Leader representative, officer, director or employee.

Article 111 - Definitions
1. Interested Person

Any Cluster Leader who has a direct or indirect financial interest, as defined below, is an
interested person. If a person is an interested person with respect to any entity in the group of
affiliated organizations of which the organization is a part, he or she is an interested person with
respect to all entities in the group.

2. Financial Interest

A person has a financial interest if the person has, directly or indirectly, through business,
professional, investment, or family —

a. an ownership or investment interest in any entity with which the organization has a
transaction or arrangement, or

b. acompensation arrangement with the organization or with any entity or individual with
which the organization has a transaction or arrangement, or

c. apotential ownership or investment interest in, or compensation arrangement with, any
entity or individual with which the organization is negotiating a transaction or arrangement.

Compensation includes direct and indirect remuneration as well as gifts or favors that are
substantial in nature (i.e., $50 or greater in value).





Article IV
Procedures

1. Duty to Disclose

In connection with any actual or possible conflict of interest, an interested person must disclose
the existence and nature of his or her financial interest to the NASDCTEc or NCTEF Board of
Directors (“Board of Directors”), on a timely basis, for consideration of the proposed transaction or
arrangement.

2. Determining Whether a Conflict of Interest Exists

After disclosure of the financial interest, the Board of Directors will discuss the matter and
vote to decide if a conflict of interest exists.

3. Procedures for Addressing the Conflict of Interest.

a.

The President of the Board of Directors shall, if appropriate, appoint a disinterested
committee of Board members to investigate alternatives to the proposed transaction or
arrangement.

After exercising due diligence, the Board of Directors shall determine whether the
organization can obtain a more advantageous transaction or arrangement with reasonable
efforts from a person or entity that would not give rise to a conflict of interest.

If a more advantageous transaction or arrangement is not reasonably attainable under
circumstances that would not give rise to a conflict of interest, the Board of Directors shall
determine by a majority vote of the disinterested members whether the transaction or
arrangement is in the organization’s best interest or for its own benefit and whether the
transaction is fair and reasonable to the organization and shall make its decision as to
whether to enter into the transaction or arrangement in conformity with such
determination.

4. Violations of the Conflicts of Interest Policy

a.

If the Board of Directors has reasonable cause to believe that a Cluster Leader has failed to
disclose actual or possible conflicts of interest, it shall inform the Cluster Leader of the
basis for such belief and afford the Cluster Leader an opportunity to explain the alleged
failure to disclose.

If, after hearing the response of the Cluster Leader and making such further investigation
as may be warranted in the circumstances, the Board of Directors determines that the
Cluster Leader has in fact failed to disclose an actual or possible conflict of interest, it
shall take appropriate correction action.





Article V
Record of Proceedings

The minutes of the Board of Directors shall contain—

the names of the person who disclosed or otherwise were found to have a conflict of
interest, the nature of the conflict of interest, any action taken to determine whether a
conflict of interest was present, and the Board of Directors’ decision as to whether a
conflict of interest in fact existed.

the names of the persons who were present for discussions and votes relating to the
transaction or arrangement, the content of the discussion, including any alternatives to the
proposed transaction or arrangement, and a record of any votes taken in connection
therewith.
Article VI
Annual Statements

Each Cluster Leader shall annually sign a statement that affirms that such Cluster Leader—

a.

b.

has received a copy of the Conflict of Interest policy,

has read and understands the policy,

has agreed to comply with the policy, and

understands that NCTEF is a charitable organization and that, to maintain its federal tax

exemption, it must engage primarily in activities that accomplish one or more of its tax-
exempt purposes.





Conflict of Interest
Annual Statement
FY Entered Here

In accordance with NASDCTEc/NCTEF’s conflict of interest policy, | hereby confirm that:

e | have received a copy of the conflict of interest policy;

e | have read and understand the policy;

e | have agreed to comply with the policy; and

e | understand that NCTEF is a charitable organization and that, to maintain its federal tax exemption,
it must engage primarily in activities that accomplish one or more of its tax-exempt purposes.

After reviewing the Conflict of Interest policy, (select one)

( ) [Iconfirm that I have no financial interest as defined in Article 11, 2., in an entity which has
intentions of entering into a transaction or arrangement with NASDCTEC/NCTEF or its affiliates.

() lconfirm that I have a financial interest, as defined in Article 111, 2., in an entity which has
intentions of entering into a transaction or arrangement with NASDCTEC/NCTEF or its affiliates. The
entity or entities in which I have a financial interest are as follows:

In addition, | wish to disclose that | serve on the Board of Directors of the

following organizations, which have or may have a financial arrangements, contractual or otherwise,

with NASDCTEc or NCTEF:

Signature Date






Print Name

** We would like to acknowledge CORD for graciously sharing its conflict of interest policy, from
which the proposed NASDCTEC/NCTEF policy is substantially adapted.






NCTEF Board of Directors’ Meeting
NEW CLUSTER LEADER POLICIES AND IMPLEMENTATION
Wednesday, September 12, 2007

The NCTEF and NASDCTEc Boards at the 2007 Spring State Directors meeting approved the
following policies for Cluster Leaders:

#1: Any entity serving as Cluster Leader is limited to serving in that role for only ONE Career
Cluster.

#2: A Cluster Leader must be a (n) company/employer or an organization representing a group
of companies/employers. If a current Cluster Leader does not meet this requirement, that entity
will be designated as an Interim Cluster Leader and will be required to select a Cluster Leader
who meets the requirement by June 30, 2008.

#2 (Revised at NCTEF Board meeting, Tues. Sept. 11, 2007): A Cluster Leader must be an
industry organization whose primary purpose is representing industry. If a current Cluster
Leader does not meet this requirement that entity is designated as an Interim Cluster Leader and
can help in the transition to a new Cluster Leader who meets the requirement by June 30, 2008.






NCTEF Board of Directors’ Meeting
Cluster Leader Policy Statement
March 29, 2008

#1: Any entity serving as Cluster Leader is limited to serving in that role for only ONE
Career Cluster.

#2: A Cluster Leader must be a convener of the Career Cluster National Advisory
Committee composed of significant stakeholders with the cluster. The stakeholders must
include representation from industry (representing all pathways within the cluster),
associations, education (including, but not limited to, secondary, postsecondary, and adult
education), and government. If the Career Cluster National Advisory Committee does
not meet this requirement, the Cluster Leader, working with the States’ Career Clusters
Initiative, shall identify the stakeholders to add to the committee in a timely manner.






NCTEF Board of Directors’ Meeting
POLICY GUIDING THE REVISION OF CLUSTER CHANGES
Saturday, March 29, 2008

Topic: Proposed Policy for Cluster Title Changes, Pathway Title Changes,
Additions or Deletions of Pathways

Introduction

At times, it may become necessary to make structural changes to a particular Career Cluster.
However, when considering recommendations for changes to a Career Cluster, National
Advisory Committees should be mindful of the ripple effects of changes — at the state, local and
classroom levels — as well as the associated costs of reprinting, etc.

Procedure

Any National Advisory Committee recommending a change to a Career Cluster title, a change
to a Pathway title, and/or the addition or deletion of a Pathway shall be required to provide the
following preliminary information as it relates to each change:

1. When appropriate, provide the content (Knowledge and Skills) additions or deletions that
support the recommended change.

2. Provide a one-paragraph description of the recommendation and rationale from the National
Advisory Committee for a change.

3. Provide three communications (emails or letters) from industry documenting the need for
this change in structure.

4. For new Cluster/Pathway titles or new Pathways, provide a definition/description of the new
title(s) or Pathway(s).

5. For new Pathways, provide a list of sample occupations that would fall in the Pathway and
the LMI (expected growth) for these occupations.

In addition, the types of changes referenced here could only be addressed during the scheduled
Knowledge and Skills revision cycle, which will occur approximately every three years,
beginning after June 2008.






Policy for Cluster Title Changes, Pathway Title Changes, Additions and
Deletions of Pathways
Taskforce Approved

Introduction

At times, it may become necessary to make structural changes to a particular Career Cluster.
However, when considering recommendations for changes to a Career Cluster, National
Advisory Committees should be mindful of the ripple effects of changes — at the state, local and
classroom levels — as well as the associated costs of reprinting, etc.

The types of changes referenced here could only be addressed during the scheduled Knowledge
and Skills revision cycle, which will occur approximately every four years, beginning after June
2008.

Procedure

Any National Advisory Committee recommending a change to a Career Cluster title, a change
to a Pathway title, and/or the addition or deletion of a Pathway shall be required to provide to
the Career Clusters Manager the following preliminary information as it relates to each change:

1. When appropriate, provide the content (Knowledge and Skills) additions or deletions that
support the recommended change.

2. Provide a one-paragraph description of the recommendation and rationale from the National
Advisory Committee for a change.

3. Provide three communications (emails or letters) from industry documenting the need for
this change in structure.

4. For new Cluster/Pathway titles or new Pathways, provide a definition/description of the new
title(s) or Pathway(s).

5. For new Pathways, provide a list of sample occupations that would fall in the Pathway and
the LMI (expected growth) for these occupations.

Once the aforementioned information has been received, the Career Clusters Manager will
submit the information to the NCTEF Board of Directors, who will consider the
recommendations, respond back to the Cluster Leader with questions or revisions if necessary,
and decide whether or not the recommended changes should be adopted.






NCTEF Board of Directors’ Meeting
STATE USE POLICY - KNOWLEDGE AND SKILL STATEMENTS
Saturday, April 8, 2006

Below is an excerpt from the Clusters’ Business Plan. The bold language is new language staff
developed in response to the Board’s January conference call.

Use of Knowledge and Skills Statements

A critical element of this business plan is helping the States Career Clusters’ Initiative achieve
fiscal solvency. An important factor in accomplishing this goal is licensing the use of the Career
Cluster foundation and pathway knowledge and skills statements. These knowledge and skill
statements are owned by the States’ Career Clusters Initiative (NASDCTEC/NCTEF) and, as
such, their use in any way, directly or indirectly, must be authorized. These licensing
agreements will be managed through contracts and memoranda of understanding, approved by
the Task Force.

Any entity that wishes to use the States’ Career Clusters Initiative Cluster foundation and/or
pathway knowledge and skills statement in the creation of a product or service must request
permission. Permission is required for direct or derivative products. This permission will be
granted by the Task Force. A memorandum of understanding will be established to articulate the
specific permission rights and uses authorized, as well as any revenue sharing that may be
required.

If a state, under the authority of the State Director serving as the representative to the
NASDCTEc, wants to use the States’ Career Clusters Initiative Cluster foundation and/or
pathway knowledge and skills statements (or other copyrighted materials) in the creation of a
product or service that will NOT be offered for sale (above cost of production and
distribution), the State Director must complete, sign and return FORM A to the Career
Clusters Office as shown on the form. Appropriate citation, as shown on FORM A, must be
used. If the product will be sold (above cost of production and distribution), the state must
complete, sign and return FORM B so that an appropriate financial Memorandum of
Understanding (MOU) between the state and the States’ Career Clusters Initiative can be
drafted and signed. The terms of this section are only available to states that have maintained
an active, paid membership in NASDCTEc.





FORM A:
State Products/Services NOT Sold Above Cost of Production and Distribution

Please complete the following information and email to ptull@careerclusters.org or FAX to
405.743.6809.

State Name:
State Directors Name:

Title of Product/Service:

Description of Product/Service:

How does the Product/Service use/rely on the Cluster and/or Pathway Knowledge and
Skills?

| certify that this Product will not be sold (above cost of production and distribution). I also agree

that the citation (as shown and explained on Side 2 of this form) will be used.

State Director’s Signature

Date:

Cite Source:

Organizations requesting to use Career Clusters icons or other Career Clusters
information for educational purposes only, must use the cluster’s logo with “States’
Career Clusters Initiative, <insert year of permission >, Web site address”.



mailto:ptull@careerclusters.org



States’ Career Clusters Initiative, <insert year of permission>,
www.careerclusters.org

FORM B:
State Products/Services Offered “For Sale” (above cost of production and distribution)

Please complete the following information and email to ptull@careerclusters.org or FAX to
405.743.5142.

State Name:
State Directors Name:

Title of Product/Service:

Description of Product/Service:

How does the Product/Service use/rely on the Cluster and/or Pathway Knowledge and
Skills?

The Product/Service will be sold for what amount per unit?



http://www.careerclusters.org/

mailto:ptull@careerclusters.org



What will be your net profit from the sale of one unit (profit above cost of production and
distribution)?

This Product/Service will be offered for sale (above cost of production and distribution) and |

understand an MOU will need to be drafted to reflect our use of the Knowledge and Skills.

State Director’s Signature

Date:

Cite Source:

Organizations requesting to use Career Clusters icons or other Career Clusters
information for educational purposes only, must use the cluster’s logo with “States’
Career Clusters Initiative, <insert year of permission >, Web site address”.

States’ Career Clusters Initiative, <insert year of permission>,
www.careerclusters.org




http://www.careerclusters.org/




NCTEF Board of Directors’
POLICY FOR NON-VOTING LIAISONS TO
Approved September 2008

Introduction

This policy shall establish and govern liaison positions to the National Career Technical
Education Foundation (NCTEF) Board of Directors.

Role of the Liaison

The liaison will represent the interests of, and share information about, his or her
organization as it relates to issues and topics in common with NCTEF and Career
Clusters.

The liaison will provide a formal update to the NCTEF Board at each meeting.

If the liaison is unable to attend a scheduled NCTEF Board meeting, he or she should
either a) designate a substitute, to be approved ahead of time by the NCTEF Board, or b)
submit a written report if no substitute is available.

Any expenses incurred in connection with a liaison’s participation in NCTEF Board of
Directors meetings shall be the sole responsibility of the liaison’s organization.

OVAE and DOL Liaisons

Liaison positions to the NCTEF Board of Directors shall be established for the Office of
Vocational and Adult Education (OVAE) — U.S. Department of Education, and the Employment
and Training Administration - Department of Labor (DOL), in order to align programs,
initiatives and investments, achieve greater interaction and understanding of the work each
organization is doing as it relates to Career Clusters and programs of study, and reduce
duplication of efforts.

Criteria:

1. Liaisons shall be non-voting participants.

2. Liaisons shall actively participate in all NCTEF Board meetings.

3. The NCTEF Board of Directors shall invite one career staff member from each agency
(OVAE and DOL) to serve as a liaison to the NCTEF Board of Directors. The liaison
shall be a career staff member who leads the office/branch/section responsible for the
policy and implementation related to Career Clusters and programs of study.

4. The liaison relationship shall continue without terms or limits, until deemed not
appropriate by either party.

5. OVAE/DOL Board liaisons shall be bound by the same policies and duties as other

NCTEF Board members (Code of Ethics Policy, Conflict of Interest Policy,
confidentiality, etc.)





Cluster Leader Liaison

A liaison position to the NCTEF Board of Directors shall be established for one Cluster Leader
representing all Clusters in order to achieve greater interaction and communication between
Career Cluster Leaders and NCTEF.

Criteria:

1. The Cluster Leader liaison shall be a non-voting participant.

2. The Cluster Leader Liaison shall actively participate in all NCTEF Board meetings.

3. The Cluster Leader Liaison shall be a) an individual employed by a current Cluster
Leader organization, b) shall be that staff member of the Cluster Leader organization
whose responsibilities include overseeing Cluster Leader duties, and c) shall be elected
from among current Cluster Leaders.

4. The Cluster Leader liaison position shall serve on a rotation basis, with a term of one (1)
year, or until deemed not appropriate by the NCTEF Board of Directors.

5. The Cluster Leader liaison shall be bound by the same policies and duties as other

NCTEF Board members (Code of Ethics Policy, Conflict of Interest Policy,
confidentiality, etc.)

Associate Member Liaison

A liaison position to the NCTEF Board of Directors shall be established for an Associate
Member representative in order to achieve greater interaction and communication between the
membership and NCTEF.

Criteria:

1. The Associate Member liaison shall be a non-voting participant.

2. The Associate Member liaison shall actively participate in all NCTEF Board meetings.

3. The Associate Member liaison shall be an Associate Member of the National Association
of State Directors of Career Technical Education Consortium (NASDCTEC) in good
standing. Vendors are ineligible to serve as an Associate Member Liaison.

4. The Associate Member liaison shall be nominated by the Career Clusters Committee and
approved by the NCTEF Board of Directors.

5. The Associate Member liaison shall serve on a rotation basis, with a term of two (2)
years, or until deemed not appropriate by the NCTEF Board of Directors.

6. The Associate Member liaison shall be bound by the same policies and duties as other

NCTEF Board members (Code of Ethics Policy, Conflict of Interest Policy,
confidentiality, etc.)

All liaison positions are subject to NCTEF Board approval.







NCTEF Board of Directors’ Meeting
Logo Art & User Agreement
Career Clusters® Logo Art & Authorized User’s Agreement
Adopted April 11, 2011

The Career Clusters logo and its brand extensions are registered trademarks of the National
Career Technical Foundation, as managed by the National Association of State Directors of
Career Technical Education Consortium (NASDCTEC). For access to digital artwork for the
Career Clusters brand logo and its brand extensions, interested parties must first complete and
submit the following User’s Agreement. Please read it carefully—and register your acceptance
of its terms and conditions below.

AUTHORIZED USER’S AGREEMENT

Please read and check each box below to show that you fully understand and are in agreement
with the terms and conditions of this User’s Agreement.
Registered Trademark

| understand that the Career Clusters logo and its brand extensions are registered trademarks of
the National Career Technical Foundation, as managed by NASDCTEC and that using these
logos without completing this User’s Agreement is a trademark violation and is not permitted;

Educational Purpose Only: All applications of the Career Clusters logo and/or its brand
extensions must be for educational purposes only and must be consistent with the Career Cluster
brand promise, character and graphic standards outlined in the User's Guide for the Career
Cluster Brand.

Non-Transferrable: Authorization to use the Career Clusters logo and its brand extensions is
non-transferrable and cannot be extended from one party to another.

Authorization can be denied: Authorization to use the Career Clusters logo and its brand
extensions can be denied or revoked at any time in the sole discretion of NASDCTECc.

Not valid for commercial use: Use and/or placement of the Career Clusters logo and its
extensions are prohibited on any product that is commercial in nature, is sold or offered for sale.

Please cite source: All products, services and/or communications that carry the Career Clusters
brand and/or its brand extensions must be accompanied by the following footnote: “The Career
Clusters logo and its extensions are the property of the National Career Technical Education
Foundation, as managed by NASDCTEc.*





Understand the terms: | have read and understand the terms and conditions of this agreement
as outlined above—and agree to abide by them at all times to ensure the integrity of the Career
Clusters brand.

Support CTE: | support the Career Clusters brand and its brand extensions as representing a
national framework by which CTE can prepare students most effectively for success in college
and career.

First Name
Last Name
Title
Organization
Address

City

State

Zip Code
Phone
E-mail Address
Intended Use

Describe the general intended use of the Career Clusters logos:

Estimate the size (in numbers) of audience impacted by the use of the Career Clusters logos:

| understand that by submitting this agreement | authorize NCTEF to send me periodic updates
or announcements about Career Cluster resources, products, meetings, and conferences. If you
wish to NOT receive updates or announcements, please check here.

No, | do not wish to receive these announcements

Once your agreement is submitted, you will be provided access to a secure page with the Career
Cluster logos available for download. Thank you!






NCTEF Board of Directors’ Meeting
GUIDELINES FOR NATIONAL ADVISORY COMMITTEE MEMBERSHIP
Monday, April 6, 2009

Knowing that you want to have a strong National Advisory Committee, with breadth of experience,
knowledge and perspective, we offer the following suggestions for guidance in the make-up of your
Cluster’s committee.

In general, we suggest that your Cluster advisory committee be comprised of members equally
distributed among representatives of four groups:

Educational agencies and institutions (state and local);

representatives of business and industry companies (management and labor);

government agencies and institutions (if applicable);

members of national and state associations and organizations representing education, business,
and labor interests.

For a well-balanced committee, representatives of each group, to the extent feasible, should be evenly
distributed with regard to gender, race/ethnicity, and geographical location. We also suggest that you
seek representatives from each group who are knowledgeable in the industry of the Cluster.

Education category:

e We suggest that you aim for a majority of the representatives in this category from secondary
and postsecondary institutions, with each being fairly equally represented.

e Itisalso helpful to balance representation among members of the education executive branch
(i.e. administrators, teachers, curriculum specialists, and counselors) and also a between
executive personnel and those who set policy (i.e. members of state and local boards of
education).

Examples:

e Administrator at the district or school level responsible for leading change and ensuring educational
excellence

e Leader in charge of implementing a career academy program (including responsibility for content,
partnerships, etc.)

e CTE district level curriculum specialist responsible for curriculum development and transformation

e Dean or chief academic officer for curriculum and/or competency development at a postsecondary
institution

e Dean for occupational curriculum

e Leader from continuing education or adult CTE





Business category:
e If appropriate to your Cluster, aim for equal representation for both management and labor.
e Seek representatives from companies that actually employ the kinds of individuals who will be
graduating from the cluster programs based on your particular Cluster.
e For optimal committee breadth, try to balance the number of representatives coming from large
and small companies; those that operate on a national, state, or local basis; and those that are and
are not unionized.

Examples:

e Leader/decision-maker in charge of talent development from a national employer. For instance,
each auto manufacturer has a representative to the AYES Board of Directors. These individuals
are responsible for interfacing with education to ensure a pipeline of talent.

e Representative from the chamber of commerce who can bring the collective voice of an employer
community to the table

e The CEO of a business in a high-growth area. There are employers with an interest in the talent
pipeline that have stepped up in various industries (see ETA High Growth Initiative).

e Representatives from national employer associations.

Government category:

e If your Cluster has a federal liaison connected to it; if there is a federal agency from which there
are content experts appropriate to your Cluster; or if it would be appropriate to the work of your
Cluster, we suggest that you include government representatives on your National Advisory
Committee.

Examples:
e Liaisons from OVAE
e Liaisons from ETA
e Representative from the federal or state agency pertinent to the Cluster. For instance,
representatives from the military for all clusters, or a representative from the Department of
Transportation for the TDL Cluster, a representative from the Department of Agriculture for the
AFNR Cluster, etc.

Association category:
e For this category, we suggest that you try to spread representation across education,
management, and labor associations.
e If possible, try to provide a balance in regard to the size of association, geographic distribution,
and whether the association is a national or state entity.

Examples:

e Leader/decision-maker from a membership association focused on a particular business/industry
sector; for instance, someone from the National Small Business Association.

e Leader/decision-maker from a labor organization representing an industry included in a particular
Cluster, such as a representative from the National Education Association.

e Leader/decision-maker from an affiliated national association that represents individuals; for
instance, someone from ASTD.
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Topic: Upcoming Name and Pathway Changes
Introduction
During the Board Retreat in July of 2007, the Board approved the following changes to the
names of two clusters and to several pathways. These changes will become effective in June

of 2008, along with the release of revised K&S.

Changes in Career Cluster Titles:

Old New
Business, Management and Administration Business Management and Administration
Marketing, Sales and Service Marketing

Career Cluster Pathways:

Business Management and Administration

Old New

1. Management

2. Business Financial Management and
Accounting

3. Human Resources

4. Business Analysis

5. Marketing and Communications

6. Administrative & Information Support

General Management

Human Resources Management
Business Information Management
Administrative Support
Operations Management

Ol L=






Marketing

Old New
1. Management and Entrepreneurship 1. Marketing Management
2. Professional Sales and Marketing 2. Professional Sales
3. Buying and Merchandising 3. Merchandising
4. Marketing Communications and Promotion 4. Marketing Communications

5. Marketing Research
5. Marketing Information Management and
Research
6. Distribution and Logistics
7. E-Marketing
Finance

Old New
1. Financial & Investment Planning 1. Securities and Investments
2. Business Financial Management 2. Business Finance

3. Banking Services
3. Banking & Related Services 4. Insurance
4. Insurance Services 5. Accounting
Information Technology

Old New

Interactive Media Web and Digital Communications

Summary of Changes:

1. Two Cluster Title changes

Business, Management and Administration: Of the six original pathways, four were re-
titled. Of those six, two were eliminated (with content incorporated into other clusters)
and one new pathway was added. Total pathways would be five.

3. Marketing, Sales, and Service: Of the seven original pathways, four were re-titled, one
was replaced, and two were eliminated (with content incorporated into other clusters).

Total pathways would be five.

4. TFinance: Of the four original pathways, three were re-titled, one was replaced, and one
new pathway was added. Total pathways would be five.

5. IT: One pathway name change.







NCTEF Board of Directors’ Meeting
PARTNERSHIPS AND FUTURE PROJECTS
September 7, 2008

With the passage of Perkins IV and the requirement for programs of study, combined with the
tightening of budget belts and the economic downturn, many groups are taking note of CTE.
This is an incredible time for CTE. Some are looking to CTE as an engagement tool for drop
outs, others see CTE as a way to bring relevancy to the high school experience and even others
view CTE as an economic/workforce development. Groups like the National Governors
Association, National Association of State Boards of Education, The U.S. Chamber of
Commerce, AFL-CIO, National Association of Manufacturers, Achieve, etc. are making CTE a
priority agenda item.

The interest in CTE is being further energized as groups become aware of Career Clusters. They
see Career Clusters as a transformative vehicle that is on a clear path from old “voc ed” to a
“modern CTE” that is rigorous, responsive and leads to both postsecondary education and the
workplace.

This interest has brought about many significant partnership opportunities that
NASDCTEC/NCTEF has been engaged in:

e The September edition of ACTE’s Techniques focuses on Career Clusters.

e A collaborative being led by OVAE and including NASDCTEC/NCTEF, National
Governors Association, National Association of State Boards of Education, The U.S.
Chamber of Commerce, American Association of Community Colleges and ACTE have
been meeting regularly to discuss how we can collaborate to get the word out about
career clusters/programs of study. The group worked together on the RFP and selection
of statewide articulation grantees. We will also be working together on the year 2
NCCTE Technical Assistance Academy, which will focus on programs of study.

e As an offshoot of the abovementioned partnership, a very interesting additional
partnership conversation has begun around technical skills assessments. This partnership
includes NASDCTEC/NCTEF , CCSSO, the U.S. Chamber, and OVAE. More
information will be distributed at the meeting regarding this partnership.

e Finally, NASDCTEC/NCTEF is a key partner with the National Governors Association in
their 2008-09 policy academy, which will focus on CTE. NASDCTEC/NCTEF is
responsible for developing a self assessment tool states will use to gauge the status of
their CTE system, including measures of progress in a variety of areas including
standards, clusters, funding, etc.





As our partnerships expand the interest and demand for technical assistance, professional
development and products increase. Over the coming months, NASDCTEC/NCTEF will have to
spend significant time on the following activities:

e Update existing products to align with recent changes to the K & S statements
e Determine if additional products are needed and putting a plan in place to produce these
products
e Identify new cluster leaders
e Improving representation on the national advisory committees
e Develop a professional development plan to provide assistance to our membership re:
clusters/programs of study
e Develop a marketing plan to get the word out about clusters
o Organizations we should be meeting with and/or presenting to
o Meetings we should have booths at

The time is one of unprecedented opportunity; the challenge is to get the word out fast enough
and to the right people. As we begin to fill the vacant staff positions and expand our partnerships,
we will be poised to fully realize the potential of these opportunities and to exercise significant
leadership in defining the next steps for CTE.






NCTEF Board of Directors’ Meeting
NCTEF Public Member Registration
Approved April 8, 2006

Following a Board discussion on providing public member on the NCTEF a complimentary
meeting registration for the NASDCTEc Spring and Fall Meetings, the motion passed.
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Career Clusters Task Force Mission Statement
Approved by Task Force April 7, 2009

The Career Clusters Task Force Committee serves the NCTEF Board of Directors by
overseeing the operations and policies of the States” Career Clusters Initiative and
undertaking the initial discussion and exploration of pertinent issues for the purpose of
making recommendations to the NCTEF Board of Directors.

Task Force Policy

Members of the Career Clusters Task Force Committee shall be composed of
NASDCTEc staff, NASDCTEc members and associate members, and NCTEF public
board members. The NASDCTEC/NCTEF Past President shall also serve on the Task
Force Committee. Members of the Career Clusters Task Force Committee should be
knowledgeable about Career Clusters. Members shall be appointed by invitation from the
NCTEF Executive Committee, and efforts shall be made to maintain both geographic and
educational diversity on the Committee. The Task Force Committee shall consist of 8-10
members.

Chairperson: The Task Force shall elect a chairperson from among their members to
serve for a term of one year. The Chairperson shall act as the official spokesperson on
behalf of the Task Force Committee to the NCTEF Board of Directors, shall appoint sub-
committees as needed, and shall work with NASDCTEc staff to set the agenda for Task
Force meetings.

Term and Rotation: Task Force Committee members shall serve for 3-year terms, with 2
Committee members rotating off/on each year.







NCTEF Board of Directors’ Meeting
Approved Policies Related to
NCTEF Public Board Members
April 7, 2015

Approved nominations criteria for NCTEF Public Board members:

e Actively involved in the field of education (per the bylaws).

e Demonstrated knowledge and understanding of Career Technical Education or workforce
development

e Commitment to the vision, mission and strategic goals of NCTEF.
e Willingness to serve as a spokesperson and advocate for NCTEF.
e Willingness to participate in the development activities of NCTEF.

e Willingness to commit to the NCTEF Board member position description requirements
and obligations.

e Ability to serve (support of individual’s administrator or Board for travel, time, etc.)

Approved rotation schedule for NCTEF Public Board members:

NCTEF Public Board members will represent diverse stakeholders. Therefore, the following
phase in of the new criteria will be implemented. Subsequent years will follow this rotation
schedule:

e FY16 (term July 1, 2015 — June 30, 2018): high-priority partner representative
e FY17 (term July 1, 2016 — June 30, 2019): employer representative
e FY18 (term July 1, 2017 — June 30, 2020): philanthropic representative

While not formal policy, it was the request of the Board to keep the following information
accessible with the rotation schedule and Board criteria as a reflection of the types of candidates
that could fit into each stakeholder category:

e Employer community: A leader from an organization/association that represents business,
workforce or labor interests, such as the U.S. Chamber of Commerce, the National
Association of Manufacturers, the Business Roundtable, or the AFL-CIO. This position
could also be filled by someone who works for a specific company (e.g. IBM, Caterpillar
or PG&E). The specific role this individual has within the company, or the division in
which he/she sits (e.g., Human Resources, Corporate Social Responsibility, etc.) is less
important than the candidate’s understanding of and commitment to education and
workforce development and ability to be an active contributor. This requires a baseline of
knowledge about CTE and a national perspective.

¢ Philanthropic community: These are representatives of organizations or companies that
provide grants or other investments aligned to or supportive of NCTEF’s mission and
theory of action.





e High-priority partner: This is the broadest category of all. It is intentionally undefined
with the expectation that the Nominations Committee would consider the strategic goals
and near-term priorities, as well as the experience and perspectives that the other two
public Board members bring to the organization. It is intended to give the Nomination
Committee flexibility in identifying the most critical voice needed on the Board.

Approved NCTEF Board member policies:

e No NCTEF public Board member can serve more than two, three-year terms. This policy
would go into effect immediately and apply as current Board members’ terms expire.

e Rescind travel cost reimbursement as it is in direct conflict with the existing Board
commitment/nominations criteria “ability to serve (support of individual’s administrator
or Board for travel, time).” This policy would go into effect beginning FY 16 or July 1,
2015.

e Retain the current policy to provide complimentary registration for NCTEF Public Board
members to attend the two NASDCTEc annual conferences remain in place. This is
valued as $1,250 for non-members.






Two-Year NASDCTEc/NCTEF Strategic Plan
For Period of 2014-2015

Target Goal

1. Build and maintain strong and effective partnerships with key education, workforce and economic development, and ;-)hilanthropy organizations to advance NASDCTEc/NCTEF’s

1.1 - Develop, maintain and grow partnerships in support of
NASDCTECc's federal legislative priorities.

Strate

Aligned Project Plan

Lead Organization

1.1.1 - Strengthen and expand partnerships with Congress,
federal agencies, education associations, post secondary
associations, workforce/economic development, employer-
focused organizations, companies and labor unions. Utilize the
partnership matrix to target, manage and monitor partnership

adoption/implementation of CCTC.

effectiveness. Partnership matrix/advocacy NASDCTEc
1.1.2 - Support the ongoing efforts of the Workforce Data
Quality Campaign and contribute to its advocacy efforts to
support collection of nationally comparable, valid and reliable
data. Partnership matrix/advocacy NASDCTEc
1.1.3 - Convene CCSSO, NGA and NASBE to develop a
common policy platform to for the state role in Perkins. Advocacy NASDCTEc
1.2 - Develop, maintain and grow partnerships in support of
NASDCTECc's state policy initiatives/support.
1.2.1 - Develop a state policy work plan, to include the
identification of priority partner organizations to collaborate with
in support of increasing access to high-quality CTE and state NASDCTEc and
State policy strategy NCTEF






1.2.2 - Partner with key organizations on state policy initiatives
(e.g. competency-based education, CCSS, CCTC, post

secondary alignment). Utilize the partnership matrix to target, NASDCTEc and
manage and monitor partnership effectiveness. State policy strategy NCTEF
1.2.3 - Engage and support the National Governors
Association "America Works" campaign, ensuring positive
positioning for CTE. Partnership matrix NCTEF
1.3 - Engage in strategic partnerships with business-led
organizations to strengthen business (including or and
workforce development) involvement in the Career Technical
Education enterprise.
1.3.1 - Strengthen and expand partnerships with employer-
focused organizations. Utilize the partnership matrix to target, NASDCTEc and
manage and monitor partnership effectiveness. Partnership matrix NCTEF
1.3.2 - Highlight strong employer-education partnerships
through multiple communications strategies (e.g. Friends of NASDCTEc and
CTE blog series, papers, case studies, resources, etc.). Case-Making NCTEF
1.3.3 - Develop case-making resources, targeted to the
business community, designed to promote awareness of and NASDCTEc and
seek support for CTE. Case-Making NCTEF
1.3.4 - Conduct Career Clusters governance pilot. CC Governance NCTEF
1.3.5 - Identify employer champions (one for each Career
Cluster) to feature in the roll out the business resolution
campaign results. Business Resolution NCTEF
1.3.6 - Partner with the CTSOs to leverage their employer
partnerships for advocacy and advancement of high-quality
CTE. Advocacy NASDCTEc

1.4. - Engage in strategic partnerships that raise the visibility of

Career Technical Education and NASDCTEc/NCTEF as a
leader in the field (e.g., Advisory Boards)






1.4.1 - Utilize and manage the partnership matrix to expand

NASDCTEc and

and strengthen relationships with external organizations. Partnership matrix NCTEF
1.4.2 - Create and utilize criteria to guide decision-making NASDCTEc and
around partnerships. Partnership matrix NCTEF
1.4.3 - Determine feasibility of CRPC continuation and focus. NCTEF
1.4.4. - Engage DOL, DHHS and other federal agencies to
support the alignment and understanding of "career pathways" NASDCTEc and
and other related initiatives Partnership matrix NCTEF
1.5 - Develop, leverage and maintain partnerships that support
NASDCTEc efforts to provide professional development to our
members, their staff and other key CTE stakeholders
1.5.1 - Conduct and support the CORD and NASDCTEc CP
workshops/webinars. CP Workshops NCTEF
1.5.2 - Strengthen and expand partnerships with key
education/workforce development organizations, institutions,
etc. to support effective PD opportunities. Utilize the
partnership matrix to target, manage and monitor partnership
effectiveness. Partnership matrix NCTEF
1.6 - Collaborate and coordinate with ACTE on key initiatives
and advocacy efforts in support expanded access to and
quality of CTE.
1.6.1 - Co-convene a joint Executive Committee meeting NASDCTEc and
between ACTE and NASDCTEC/NCTEF. ACTE/NASDCTEc NCTEF
1.6.2 - Develop a plan to implement the recommendations and
outcomes from the joint ACTE/NASDCTEc Executive NASDCTEc and
Committee. ACTE/NASDCTEc NCTEF
1.6.3 - Jointly develop an operational definition of and criteria
for "high-quality CTE programs" to inform legislative priorities, NASDCTEc and
professional development, etc. ACTE/NASDCTEc NCTEF

2. Engage in the formation and dissemination of legislation and public policy that impacts education, economic, and workforce development in support of expanded access to and
2.1 - Develop federal and state legislative priorities that
support, promote and increase access to high-quality Career
Technical Education.






2.1.1 - Solicit information from membership about

reauthorization priorities through surveys, working groups, and NASDCTEc and
other means. Advocacy NCTEF
2.1.2- Develop and disseminate legislative language to
Congressional and federal policymakers, as well as other
stakeholder associations, to influence the reauthorization
process. Advocacy NASDCTEc
2.1.3 - Engage members of Congress and staff during
reauthorization through briefings, school visits, and other
advocacy activities. Advocacy NASDCTEc
2.1.4 - Host regular Perkins coalition conference calls to
support organizational priorities and unify advocacy efforts
during reauthorization. Advocacy NASDCTEc
2.1.5 - Develop a state policy work plan, that may include the
creation of sample state legislation and policies in support of
increasing access to high-quality CTE and NASDCTEc and
adoption/implementation of CCTC and Career Clusters State Policy Strategy NCTEF

2.2 - Support NASDCTEc’s members to advance and

implement federal and state policies and legislation that

promote and increase access to high-quality Career Technical

Education.
2.2.1 - Host quarterly advocacy calls for State Directors and
staff. Advocacy NASDCTEc
2.2.2 - Develop and host resources and workshops related to
Perkins implementation following reauthorization. Advocacy NASDCTEc






2.2.3 - Develop pre-recorded webinars on relevant policy and
legislative topics of interest to members.

Pre-recorded webinars

NASDCTEc and
NCTEF

2.2.4 - Connect Congressional staff with their State Director
following each Hill visit (focus is primarily on Senate but may

also include key House leadership). Advocacy NASDCTEc
2.2.5 - Develop a new section of the website focused on state NASDCTEc and
CTE policy, that includes a state policy database. State policy strategy NCTEF
2.2.6 - Create resources to support state adoption and
implementation of the CCTC/Career Clusters. State policy strategy NCTEF
2.2.7 - Conduct an initiative to put in place appropriate
measurements of the CCTC. State policy strategy NCTEF
2.2.8 - Create resources and supports for states to connect
CTE with broader reform efforts (CCSS, NGSS, STEM,
competency-based). State policy strategy NCTEF

2.3 - Leverage and expand the use of the CTE: Learning that

works for America campaign to support public policy and

advocacy efforts.
2.3.1 - Launch a "sign-on" resolution campaign to cultivate and
demonstrate employer/business for high-quality CTE. Business Resolution NASDCTEc
2.3.2 - Launch a national campaign to get every member of
Congress to see a CTE program. Advocacy NASDCTEc
2.3.3 - Develop and maintain state profiles/fact sheets that NASDCTEc and
explain and promote CTE in each state. Case-making NCTEF
2.3.4 - Develop a set of federal, state and employer-focused
case-making resources that articulate what is high-quality CTE NASDCTEc and
and feature examples of high-quality programs. Case-making NCTEF






2.3.5 - Engage in the Industry Workforce Needs Council
campaign to promote CTE.

Advocacy

NASDCTEc

2.3.6 - Launch and manage the Excellence in Action Awards
program, utilizing these examples in advocacy and
communications initiatives.

Awards; Advocacy

NCTEF

2.3.7 - Develop a media relations strategy and implementation
plan, ensuring connections to our federal/state advocacy work,
CCTC and CTE: Learning that Works Campaign.

Communications/Marketing

NASDCTEc

2.3.8 - Create a communications taskforce of state
communications staff. The taskforce will guide the work of
NASDCTEC/NCTEF in the development of casemaking tools
and resources, as well as expanding state implementation of
the CTE: Learning that works for America campaign.

Communications/Marketing

NASDCTEc

2.3.9 - Launch redesigned website.

Website revision

COMPLETED

3. Provide, encourag

3.1 - Develop, arrange and/or deliver resources to expand the
skills, content knowledge and leadership of NASDCTEc
members.

2.3.10 - Maintain and expand social media strategy to engage
broader set of stakeholders.

e and support professional development to expand the skills, content knowledge and leadership of NASDCTEc members.

Communications/Marketing

NASDCTEc

3.1.1 - Conduct periodic webinars on relevant topics for
NASDCTEc members

Webinars

NASDCTEc

3.1.2 - Build an online library of members-focused resources.
(e.g. overview of key initiatives, pieces of legislation, member
benefits, etc.)

Communications/Marketing

NASDCTEc and
NCTEF






3.1.3 - Build online library of pre-recorded webinars to educate NASDCTEc and
the public about CTE. Pre-recorded webinars NCTEF
3.1.4 - Deliver timely information/resources to NASDCTECc's Communications &
members and relevant stakeholders (including the blog, social |Marketing/Webinars & NASDCTEc and
media resources, etc.). Publications NCTEF
3.1.5 - Develop and implement an annual editorial schedule
resulting in a coordinated set of resources to include briefs, Publications; Webinars; NASDCTEc and
webinars, on-demand webinars, resources, etc. Communications & Marketing [NCTEF
3.2 - Develop, arrange and/or host convenings to expand the
skills, content knowledge and leadership of NASDCTEc
members.
3.2.1 - Conduct Spring 2014 meeting. Spring 2014 NASDCTEc
3.2.2 - Conduct 2014 Achieving Excellence Institute. CCl 2014 COMPLETED
3.2.3 - Conduct Fall 2014 meeting. Fall 2014 NASDCTEc
3.2.4 - Develop a strategy that reconsiders reconvenings of all
states for future (Summit, re-conceptualized spring and fall
meetings, Institute). NASDCTEc and
Vision Summit NCTEF
3.2.5 - Host (virtual or in-person) convening of members to
support planning and implementation of next federal CTE
legislation. Reauthorization PD NASDCTEc
3.3 - Develop and implement a robust, year-round intensive
program to support the on-boarding and leadership
development of State CTE Directors.
3.3.1 - Develop and implement a plan to a more formalized on
boarding process for new members to NASDCTEc. On boarding, Membership NASDCTEc
3.3.2 - Develop and implement a plan to support skills and
leadership development of State Directors/state leaders
throughout the year. Leadership Program NCTEF
3.4 - Implement a member engagement strategy to ensure
NASDCTEc is addressing their needs and provide
opportunities for members to inform NASDCTECc's work
3.4.1 - Conduct bi-annual member services survey to Member services survey (in
determine member satisfaction and priorities. Membership Project Plan) NASDCTEc






3.4.2 - Conduct a quarterly assessment of staff
interaction/support/member engagement. None needed NASDCTEc

3.4.3 - Develop an annual report to the members identifying
accomplishments and progress toward accomplishment of

goals. Annual report NASDCTEc
3.4.4 - Annually identify member task forces to accomplish None needed - embedded in
priority goals. others NASDCTEc

3.4.5 - Develop an electronic newsletter that shares
NASDCTECc and state accomplishments, as well as articulates
how members can use NASDCTEc resources. Communications/marketing NASDCTEc

3.5 - Actively encourage alignment and collaboration between
secondary and post secondary leaders within and beyond
NASDCTECc's members

3.5.1 - Convene a post secondary engagement task force to
advise NASDCTEc on how to better engage post secondary
CTE stakeholders, what resources and PD should be offered to
support secondary-post secondary alignment, and what key
partnerships need to be made. Post secondary task force NASDCTEc

4. Develop and implement actions that address NASDCTEC’s organizational governance and fiscal security that ensures successful accomplishment of NASDCTEC/NCTEF’s

4.1 - Review NASDCTEC/NCTEF Board of Directors’ governing
structure, policies and bylaws to ensure alignment with
strategic goals.

4.1.1 - Convene a task force to analyze the existing Board
governance model and develop recommendations on issues
such as composition, role and commitment of public members, NASDCTEc and
etc. (note: may include organizational name change). Board task force NCTEF

4.1.2 - Conduct a comparative analysis of

NASDCTEC/NCTEF’s income sources and distribution to like-
sized and -minded organizations and determine components
and feasibility of fee-for-service model. Board task force NASDCTEc

4.2 - Review NASDCTEC/NCTEF membership structure to
strengthen the organization’s fiscal security and membership
base

4.2.1 - Convene a task force to develop a set of
recommendations for an updated state team membership
model that supports both secondary and post secondary state
Career Technical Education leadership. Board task force NASDCTEc

4.3 - Develop and implement a fundraising plan to support
public policy, partnerships, and professional development
priorities.

4.3.1 - Develop and implement a Year-Round Sponsorship
plan (pending approval from the Board) Sponsorship Program NASDCTEc






4.3.2 - Develop a fundraising plan, to include identifying priority

fund-able projects, cultivate relationships with key funders, etc. |Fundraising NCTEF

5.1 Ensure effective, accurate, legally compliant and efficient

management of NASDCTEC/NCTEF.
5.1.1 - Ensure membership contact information is accurate and
up to date - listservs, database of website, constant contact. Core services NASDCTEc
5.1.2 - Ensure that all Board approved policies are NASDCTEc and
implemented properly and completely. Core services NCTEF
5.1.3 - Standard operations manual (SOP) is maintained and NASDCTEc and
reflective of current policy and practice. Core services NCTEF
5.1.4 - Effective use of Basecamp/Backpack as project NASDCTEc and
management and communications tools. Core services NCTEF
5.1.5 - Establish and implement an effective formal on boarding NASDCTEc and
process for Board members and officers. Core services NCTEF
5.1.6 - Manage the annual nominations and elections process NASDCTEc and
in a fair and compliant manner. Core services NCTEF
5.1.7 - Maintain the standard operations manual, ensuring it is
regularly updated to reflect current content, passwords and
relevant files. This should include project planning/meeting NASDCTEc and
procedures. Core services NCTEF

5.2 Ensure that the finances of the organization are accurate

and in compliance with all legal requirements.
5.2.1 Financial tools and documents are used in accordance
with Board-approved policies, including the investment policy
statement, and ensure all transactions are legally compliant,
accurate and ensure necessary separate of duties NASDCTEc and
(checks/balances). Core services NCTEF
5.2.3 - Conduct an annual audit and implement any NASDCTEc and
recommendations or management notes. Core services NCTEF

NASDCTEc and

5.2.3 - Maintain an effective grants management system. Core services NCTEF
5.2.4 - Maintain appropriate security measures to ensure NASDCTEc and
passwords, employee privacy, etc. are protected. Core services NCTEF
5.2.5 - Implement measures to ensure appropriate back up of NASDCTEc and
all financial information, resources, etc. Core services NCTEF

5.3 Ensure that all human resource functions are handled in a
timely, accurate and legal manner.






5.3.1 - Human resource tools and documents are used in NASDCTEc and
accordance with policies/legal requirements. Core services NCTEF
5.3.2 - Establish an implement a formalized staff on boarding NASDCTEc and
process. Core services NCTEF
5.3.3 - Annually conduct a human resources briefing to review NASDCTEc and
any personnel policy or benefits changes. Core services NCTEF
5.3.4 - Accurate and timely benefits management - retirement, NASDCTEc and
transportation subsidy, payroll, etc. Core services NCTEF
NASDCTEc and
5.3.5 - Implement an annual performance evaluation system. |[Core services NCTEF
5.3.6 - Annually review personnel policies and ensure they are NASDCTEc and
legally compliant. Core services NCTEF
5.3.7 - Ensure staff are implementing the necessary computer
back ups to protect the content and intellectual property of the NASDCTEc and
organizations. Core services NCTEF
5.3.8 - Maintain an online, accessible standard operations NASDCTEc and
manual. Coordinate updates with staff on a regular basis. Core services NCTEF
5.4 Effectively manage the Career Cluster Products
NASDCTEc and
5.4.1 - Ensure inventory controls are properly implemented. Core services NCTEF
5.4.2 - Provide customer service and support that ensures high NASDCTEc and
levels of satisfaction. Core services NCTEF
NASDCTEc and
5.4.3 - Conduct annual physical inventory. Core services NCTEF
5.4.3. - Develop a plan for phasing out the Career Cluster NASDCTEc and
product inventory. Core services NCTEF

5.4.4 - Pilot test the Cafe Press online store.

Core services

DISCONTINUED

5.5 - Ensure resources,communications and tools developed
are high-quality, error-free, support the brand and consistent
with the style guide.

5.5.1 - Put in place a formal editing process for all written NASDCTEc and
resources, communications and tools. Communications/Marketing NCTEF
5.5.2 - Maintain a style guide and ensure staff are properly NASDCTEc and
briefed on the use of the guide. Communications/Marketing NCTEF






5.5.3 - Maintain and manage the CC and CTE style guides
(signed by users), including managing user agreements.

Communications/Marketing

NASDCTEc and
NCTEF

5.5.4 - Putin place a content management/maintenance
schedule/ system for the website.

Communications/Marketing

NASDCTEc and
NCTEF







NASDCTEc
Board of Directors Commitment

I, , understand that as a member of the Board of Directors of the National Association of State
Directors and Career Technical Educatlon Consortium, | have a legal and ethical responsibility to ensure that the organization does
the best work possible in pursuit of its goals. | believe in the purpose and the mission of the organization, and I will act responsibly
and prudently on its behalf.

As part of my responsibilities as a Board member:

1. I will promote the organization's work and values to the community, represent the organization, and act as a positive
spokesperson.

2. 1 will interpret the members’ needs; speak out in their interest and in their behalf, to the board.
3. 1 will make every possible effort to attend the annual Board meeting, committee meetings, and special events.
4. 1 will excuse myself from discussions and votes where | have a conflict of interest.

5. I will stay informed about what's going on in the organization. | will ask questions and request information. | will participate in
and take responsibility for making decisions on issues, policies, and other matters. | will ask questions and voice my concerns.

6. 1 will work in good faith with the staff and Board as a contributing partner toward the achievement of our goals.

7. If 1 fail to meet these commitments, | will expect the Board President to discuss my obligations and responsibilities with me.

The organization will be responsible to me in the following ways:

1. 1 will be provided with financial reports during each quarterly Board meeting and a monthly update of organizational activities
that allow me to meet the "prudent person™ standards of the law. (The "prudent person rule," applied in legal settings in slightly
differing language, states that an individual must act with the same judgment and care as, in like circumstances, a prudent person
would act.)

2. Opportunities will be offered to me to discuss with the Executive Director and the Board President the organization's programs,
goals, activities, and status.

3. The organization will help me perform my duties by keeping me informed about issues in the industry and field in which we are
working and by offering me opportunities for professional development as a board member.

4. Board members and staff will respond in a straightforward fashion to questions that | feel are necessary to carry out my fiscal,
legal, and moral responsibilities to this organization. Board members and staff will work in good faith with me toward
achievement of our goals.

5. If the organization does not fulfill its commitments to me, | can call on the Board President and Executive Director to discuss
the organization's responsibilities to me.

I acknowledge and accept the commitments listed above:

Signature Date






NASDCTEC/NCTEF Finance Committee
FINANCIAL MANUAL
Approved April 29, 2015

NASDCTECcC/NCTEF Financial Policies and Procedures Manual

Introduction:

The policies and procedures outlined in this manual were developed as guidance for staff when are
handling any financial matter for The National Association of State Directors of Career Technical
Education/National Career Technical Education Foundation (NASDCTEC/NCTEF).
NASDCTEC/NCTEF embraces high quality and ethical standards in all matters of its operations but
especially for its fiscal responsibilities.

Overall, financial matters are to be handled in a timely fashion and in a manner that assures
completeness and accuracy, as well as are compliant with all applicable federal, state, and local statutes
and regulations.

Accountant Duties:

As part of its fiduciary responsibility, as well as to ensure proper compliance with all applicable legal
and accounting laws, regulations and codes, NASDCTEC/NCTEF will hire an accounting firm. The firm
shall provide expert advice and consultation on all fiscal matters and shall have the following duties:
monthly reconciliation of all investment and bank statements, assist with audit preparation, 990 tax
preparation, journal entry support, payroll and selected benefits entry into accounting system, and other
duties as assigned. The Finance/Audit Committee and Boards of Directors shall have direct access to the
accountant.

Accounts payable:

All bills should be paid in a timely manner without incurring any late fees. To expedite the payment of a
bill the Finance Manager may process the bill for immediate payment by entering in the accounting
software and printing the check. Careful attention should occur during the check writing process to
ensure accuracy, double-checking the amount, who the check is made out to, the address the check is
being mailed to and the expense category and sub-category to which the expenses are charged. Once the
checks are printed, they should be attached to the bill. The Executive Director will verify the check'’s
amount and information for accuracy and then sign the check and approve the payment of the bill.
Signed checks should be mailed that day. Copies of the check stubs should be stapled to the bill receipt,
stamped paid with date, check number and then filed. The Secretary/Treasurer must approve all checks
that are written over $10,000.

Accounts Receivable:
For all invoices except dues (which are governed by a separate policy), when the receivable exceeds 30
days past the due date and staff has received no communication from the company/individual as to the

status of payment, staff will:

1. Email a copy of the outstanding invoice noting PAST DUE in the topic of the e-mail.





2. 30 days after the e-mailed invoice, if there is payment is not received and there is no
communication from the payee, a hard copy of the invoice will be mailed and stamped PAST
DUE.

3. Depending on the payee and the size of the outstanding payment, the Executive Director and/or
finance staff member may also call the payee to inquire as to status of payment.

4. The Executive Director shall review all outstanding A/R at the end of the fiscal year to determine
which to hold over and which to write off.

Accounts Receivable - Miscellaneous

Staff often attends/presents at events for which their travel will be reimbursed. The accounts receivable
invoice should be created as close to the completion of the travel as possible.

1. An A/R miscellaneous binder must be created.

2. Depending on the reimbursing state or company policy, the provided reimbursement form should
be used in addition to NASDCTEC/NCTEF issuing an invoice generated from the accounting
software.

3. Inthat A/R miscellaneous binder, a copy of the invoice, reimbursement form and
receipts/documentation must be provided for each item entered into A/R.

4. When reimbursing the staff for travel in the accounting software, note name of company in

capital letters in the description line with A/R noted next to the name of the

company/organization. This is to easily identify relevant reimbursable expenses with that event,
vendor or organization.

An update of outstanding A/R can be pulled from the accounting software by running the reports.

6. A review of outstanding A/R miscellaneous invoices should be conducted regularly but not less
than once a month.

o

Audit:

NASDCTEC/NCTEF must undergo a full audit annually as part of our continuous improvement process
and ensuring that the Boards are meeting their fiduciary responsibilities. The Finance/Audit committee
has recommended the following requirements for reviewing the current audit firm.

1. Maintain the required RFP requirement to benchmark costs at least every five years. If the
financial position of the organizations changes substantially or there is dissatisfaction with the
firm’s performance, benchmarking should be conducted on an as needed basis.

2. If staying with the same auditing firm for more than three years, require partner rotation as early
as every three years, if warranted, but a partner change is required at five years.

3. Based on these recommendations, an RFP will need to be conducted in FY16 for price
benchmarking purposes.

The goal is to conduct the prior year audit as close to the completion of a fiscal year as possible. Ideally
the draft audit report will be available to the Finance/Audit Committee by the end of the calendar year to
review, approve and advance to the Boards for final approval. The draft audit report will be presented to
the Boards by the Auditors during the January Board call. The audit should be finalized in time to submit
the 990 tax forms by February 15, with an approved extension from the IRS. On the January Board
calls, the Boards will be presented with the audit and management letter and a final set of year-end fiscal
statements. The Boards and Finance/Audit Committee shall have direct access to the auditors and
accountant and may request to meet with them to review the audit/financial reports at any time.





Staff will work with the accountant to prepare all records, requests, etc. from the auditing firm. The
Finance Manager will review all financial records and reports for accuracy prior to them being provided
to the auditor. The primary contact for the auditor is the Finance Manager.

The auditing firm will present the draft audit to the Finance/Audit Committee. If there is a management
letter, the Finance/Audit Committee will review the findings and develop a set of recommendations to be
provided to the Boards for consideration and action.

Bank and Investment Reconciliations:

To ensure appropriate internal controls, the accountant will, on a monthly basis, reconcile the
NASDCTEC/NCTEF bank and investment accounts. Copies of the original reports, as well as the
reconciliation reports, investment spreadsheet, balance sheet and year-to-date profit and loss statements
will be provided to the Executive Director for review and sign off.

Board meeting materials:

At each physical meeting of the Board of Directors, not less than three times per year, the Board will be
presented with the most up-to-date financial documents including a profit and loss statement, balance
sheet, budget comparing actual income and expenses to the budget, and an investment summary. The
Secretary/Treasurer will present the financial report to the Board of Directors.

The NASDCTEc Board of Directors shall receive a copy of all NCTEF financial documents, given the
legal related nature of the organizations.

Budget:

Budgeting is a critical component of effective and efficient management of the organizations. Based on
the projected program of work and historical expenditures, staff is responsible for crafting a first draft of
the proposed budget based on these conditions. The proposed budget proposal will include projected
expenses contrasted against the current budget. Explanations for fluctuations (plus or minus) in the
recommended budget should be provided. The budget proposal will be presented to the Finance /Audit
Committee for review and approval. If approval is not obtained, modifications will be made to the
budget and the budget will be returned to the committee for reconsideration. Upon approval, the
Finance/Audit Committee will forward the budgets to the appropriate Board of Directors for approval.
The budget must be balanced. The budget is an important management tool that should be actively used
in decision-making throughout the year. No less than quarterly, budget reports (with supporting balance
sheet and profit and loss statements) should be presented to the Finance/Audit Committee. As project
plans are put in place, project-based budgets may be used and aligned to the overall organizational
budget.

Cash:

When cash is received, a written receipt should be provided to the individual. This written receipt must
be from a cashbook that allows for a carbon copy to be retained. The individual providing the cash
should initial the receipt prior to the receipt being removed from the cashbook, thereby their initial
acknowledging the transmittal of cash to the organization. The receipt should indicate the date, amount
of cash received, the person providing the cash, and the purpose for the transmittal of the cash.

The cash should be deposited into the bank as soon as possible, preferably within a twenty-four hour





period from when it is received. If the cash is received while staff is at an off-site location, the cash
should be placed in a safe deposit box until staff leaves the site.

When cash is deposited, the carbon copy of the written receipt from the cashbook should be attached to
the deposit documentation.

Credit cards:

If staff receives credit card information to pay for an activity/fee while staff is at the headquarters office
in Silver Spring, Maryland:

e Run the charge virtual terminal.

e Print a receipt form from the virtual terminal.

e Receive payment into the accounting software by either entering a sales receipt for the charges or
by receiving the payment for the invoice. Mark invoice/sales receipt with date of payment
received, MasterCard or Visa and authorization number and send electronically to customer,
unless otherwise requested.

e Attach the copy of the credit card receipt to the appropriate invoice and mark the invoice paid.

The next business day, a summary report should be printed for the previous day charges. The Finance
Manager should review the summary against the individual charges made to ensure that no errors have
been made. The summary should then be attached to the deposit summary and filed in the Deposit Book.

If staff is presented with a credit card for payment of an activity/fee while at an off-site location:

e Take an imprint of the credit card using the credit card machine and the appropriate charge slip.

e Complete the charge slip completely, including the customer's name, credit card number,
expiration date, billing zip code, what is being charged, and the amount of the charge. Be sure the
customer signs the slip.

e A copy of the charge slip should go to the customer.

e The remaining copies should be attached to the appropriate invoice or registration form.

The Finance Manager should complete the transaction on the virtual terminal the day the staff returns to
the office or by the end of the day if a secure internet connection is available.

Delegation of duties:

It is important that given the NASDCTEC/NCTEF staff size, that responsibility for financial matters be
shared distributed for internal controls while also retaining a high degree of efficiency and quality. These
staff responsibilities will be determined by the Executive Director, based on the workload and expertise
of staff.

Deposits:

Deposits should be made at least weekly but may need to be made more frequently when the volume or
amount of checks warrants. The deposit procedures written in the attached addendum A will be followed
as policy. The accountant will then assure that the deposit made in the accounting software match what
was deposited into the bank during the reconciliation process. The accountant will also enter any
transfer of funds or bank fees into the accounting software via journal entry. See deposit procedures-
addendum A.





Expense reports:

Staff shall prepare and submit expense reports in compliance with the approved reimbursement policy.
The reports must include original receipts for all requested reimbursements unless original receipts are
required for a reimbursement from another organization for travel. In these instances, copies of the
receipts are acceptable. Reports are submitted to the Executive Director for approval. Checks are
processed for reimbursement. The expense report is marked paid, with the check number noted and the
date the payment was made. In addition, a check stub will be attached to the paid expense report.

The Executive Director’s expense reports are reviewed for compliance by the Finance Manager,
checking receipts against the report. In addition, on a quarterly basis, these reports are scanned and e-
mailed to the Executive Committee members for their review. Receipts are available to the Executive
Committee upon request. Executive Committee members must acknowledge approval of the expense
reports. All approval letters/e-mails are attached to the quarterly expense reports and filed. The schedule
for distribution of the Executive Director’s reports to the Executive Committee is July 31, October 31,
January 31, and April 30.

Fiscal year:
NASDCTEC/NCTEF's fiscal year is July 1 through June 30.
Meeting budgets:

Budgets are an important management tool. A budget should be prepared before each meeting. The
budget should be built upon meeting expectations, history, event location/information and the project
starter sheet. The Executive Director must approve this budget at the start of the meeting planning phase.
This budget should inform the development of the BEO’s, which detail meal, audiovisual, travel,
materials production, etc. expenses. After the meeting is completed, the actual expenses should be
completed on the budget. A copy of the budget should be kept with the conference documentation (hotel
bill, etc.). Any budget variances that are 10% +/- projections should be explained on the final budget
report submitted to the Executive Director.

When the hotel bill is received, it should be compared to the budget and BEO’s and must be broken
down by event using a detailed spreadsheet. This information will be used in approval of the bill. The
Secretary/Treasurer must approve any bill payments in excess of $10,000. Most meeting bills exceed this
limit. Therefore, Secretary/Treasurer should receive a copy of the hotel bill, conference budget, and
detailed spreadsheet comparing the BEOs with the hotel and explaining any variances.

Meeting registrations:

Upon receipt of a meeting registration form, it should be given to the Finance Manager or Administrative
Assistantto be invoiced. After invoicing it should be placed in the appropriate binder in alphabetical
order. When payment is received a copy of the check should be attached to the registration form. The
form should then be stamped paid, with the date of payment and check number noted.

If the registrant is paying an invoice by credit card, the registration fee should be processed the day it is
received and the credit card policy followed. A copy of the completed credit card receipt should be
attached to the registration form and marked paid with the date of payment and authorization number
noted. When payments are generated online with the online registrations, make note of credit card





authorization number and note that it’s been entered into the accounting software.

If a meeting attendee or sponsor has poor payment history, NASDCTEC/NCTEF can request a credit
card number be held at time of registration. NASDCTEC/NCTEF will charge the card if payment has not
been received within 30 days of the event.

Membership Dues Invoices:
See Board policy as reference.

NASDCTECc has three types of membership: State Membership, Associate Membership and
Organizational Membership. A state membership entitles a state, not an individual, membership status
and benefits. Under this membership category the state director or designee receives membership
benefits on behalf of that state. An associate membership provides benefits for an individual. There is a
two-tiered dues structure for associate members, one rate for state agency employees and one rate for all
other individuals interested in being a member. The organizational membership provides for three
individuals at the same company to receive membership benefits. Additional employees at the company
will receive a reduced membership rate.

Early in the calendar year, the staff will research the current Consumer Price Index. Per Board policy,
this rate will be taken to the Executive Committee or Board of Directors for approval as the percentage
the following year's dues will increase. Not later than February of each year, staff will send a dues chart
to states indicating the increase for the upcoming year. This will allow states to have the most up-to-date
information on their dues amount during their budget cycle.

Dues will be billed not later than mid-May of each year. Prior to billing, the finance staff member should
run a current listing of members to ensure that the invoices accurately reflect the current and potential
membership. Invoices should include the most up-to-date contact information. Each invoice should have
a statement indicating dues are not tax-deductible. In addition, the invoice should provide a space for the
payees to indicate the source of the payment (Federal or Non-Federal).

One copy of all dues invoices should be printed and placed in the state or associate dues binder in
alphabetical order. An electronic copy is sent to the member, with an intent form.

See the dues policy for schedule of collections. Purchase orders, intent forms or other relevant
information related to the invoice should be attached to the invoice for reference.

When an invoice is paid, a copy of the check or check stub should be attached to the invoice. The invoice
should be stamped paid with the date and check number noted.

A thank you e-mail should be sent within five business days to the State CTE Director/associate
member/organizational member upon receipt of dues.
Payroll:

The Executive Director shall be the primary contact for all payroll matters. All employees are paid twice
a month. Refer to the Personnel Policies for guidance on timesheets, pay periods, etc.





Purchase of products/supplies:

An email request to order supplies must include quantity needed and cost before being approved by the
Executive Director Approval can be provided electronically. Upon receipt of the supplies the person
receiving the box should check each item to acknowledge receipt of the correct item and cost.. When
payment is made either by check or reimbursed to staff, all items ( invoice, receipt and approval email)
should be attached to our copy of the check stub or expense report.

Signature Authority:

The Executive Director has the authority to sign checks, contracts and legal documents on behalf of
NASDCTEC/NCTEF. At the start of each fiscal year, the officers will each be added to the investment
and bank accounts as authorized signers.

Secretary/Treasurer responsibilities:

According to the organizational bylaws, ““ In his or her capacity as Treasurer, the Secretary/Treasurer
shall present reports on the finances of the Corporation at Board of Directors meetings; present the
annual budget for approval by the Board of Directors; serve as Chair of the Finance Committee; ensure
that the minutes of the meetings of the members and the Board of Directors in one or more books
provided for that purpose; see that all notices are duly given in accordance with the provisions of these
Bylaws or as required by law; and in general perform all the duties incident to the office of
Secretary/Treasurer and such other duties as from time to time may be assigned to him or her by the
President or by the Board of Directors.”

The Secretary/Treasurer has three primary roles:

1. Serve as an officer of NASDCTEc and NCTEF.

2. Have charge and custody of and be responsible for all funds and securities of both NASDCTECc and
NCTEF.

3. Provide ongoing oversight of all aspects of the finances of both NASDCTEc and NCTEF.

Specific Responsibilities include:

e Chair the NASDCTEC/NCTEF Finance/Audit Committee:
o Review and recommend approval of an annual operating budget.
o Regularly review financial reports.
o Ensure the maintenance of an appropriate capital structure.
o Oversee the management of organization-wide financial assets.
Present all financial reports to the NASDCTEc and NCTEF Boards of Directors and membership.
Present minutes to the NASDCTEc any NCTEF Boards of Directors and membership.
Review and approve and disbursements over $10,000.
Serve as a liaison to the ACTE Board of Directors.
Review and recommend for approval all changes and updates to the finance policy.





Voided Checks:

Voided checks are marked void in permanent ink/marker across check. The voided checks will be noted
in the accounting software. Hard copies of the voided checks placed in a voided check folder.

Schedule of Regular of Activities

Daily:

Receive and record deposits

Run credit card payments

Update spreadsheets (e.g. registration, membership)

Weekly:

Make deposits at bank

Check and report bank balances/transfer funds as appropriate
Pay bills

Reconcile A/R (misc., conference registrations, and dues)

Bi-Monthly:
Process payroll and benefits
Timesheet reconciliation

Monthly:
Bank and investment reconciliations by accountant
Payroll and vacation entries made by accountant

Quarterly:
Expense Reports sent to Executive Committee
Finance/Audit Committee receives budget reports

Overview of Yearly Activities:

January - determine CPI/dues increase for states; approve audit and 990s

February - notice of dues increase to states

Spring- Board of Directors' Meeting/Conference

May - Dues invoices July; beginning preparations year-end

May/June — Budget development and approval

July 1- Beginning of fiscal year; year-end wrap up begins

Fall - Board of Directors' Meeting/Conference and annual audit

November - Tax returns due (unless extension has been approved by IRS for them to be paid by
February 15)





Addendum A: Mail and Check Deposit Process:

MAIL IS RECEIVED AT THE FRONT DESK
e All Mail/checks received
o If Finance Manager is out of the office; mail and checks go in the Executive Director’s in
box, broken down by folder (checks, bills, etc.).
o If Finance Manager is in the office; give regular mail to Finance Manager and checks go
in the_folder marked ‘checks.’

MAIL PROCEDURE
e Invoices/mail is opened by Finance Manager or Executive Director.
e If Finance Manager is out of the office:
o Executive Director opens mail and gives invoices and checks to Administrative Assistant
to scan and email to Finance Manager.
= Do not scan Merrill Lynch, Bank of America or credit card processing statements
—no need to open — placing in box on desk is sufficient.
o Administrative Assistant puts scanned invoices in folder for scanned mail in box on
Finance Manager desk. If possible, invoices should be approved by Executive Director
prior to scanning but this is not a requirement.

CHECK PROCEDURE - Receiving and Copying
= Checks are received and opened by Executive Director - Two options are available
o First Option: Executive Director will copy checks and carry out the following
procedures below:

= Checks are stamped “for deposit only.”

= Check copies should be hole-punched.

= Copies should be grouped by organization, NCTEF together and NASDCTECc
together.

= 1% copy is retained by the Executive Director for deposit reconciliation.

= 2" copy and original checks with any backup included in the envelope with the
check are given to Administrative Assistant to add detail/notes to check copy and
scan to the Finance Manager.

= The2™ copy of the check is kept in a binder as back up to Executive Director’s
copies.

= The Administrative Assistant must return the checks to the Executive Director the
same day they were copied.

= All copies of the checks should be signed and dated by the person who made the
copies.

= Checks and one copy are put in check envelope and locked in Finance Office until
the deposit is made.





o Second Option: Executive Director gives checks to Administrative Assistant to copy
after they are opened.

= Administrative Assistant receives checks from Executive Director.

= [f they have not been stamped “for deposit only” Administrative Assistant will
stamp the checks.

= Two copies will be made and should be hole punched.

= Copies should be grouped by organization, NCTEF together and NASDCTECc
together.

= 1% copy is returned to the Executive Director for deposit reconciliation along with
the original checks after next steps are completed.

= All copies of the checks should be signed and dated by the person who made the
copies.

= 2" copy and original checks with backup are used by the Administrative Assistant
to add detail/notes to check copy and scan to the Finance Manager.

= The 2" copy is kept in a binder as back up to Executive Director’s copies.

= All checks, any back up and one copy must be returned to the Executive Director
on the same day they were copied.

= Checks and one copy are put in check envelope and locked in Finance Office.

DEPOSIT PROCEDURE:

Finance Manager receives check scans and enters them into QuickBooks.
On day of deposit — Finance Manager obtains checks from envelope with checks and copies that
has been secured in the Finance Manager’s office.
Finance Manager reconciles the checks, copies and QuickBooks.
Finance Manager or Administrative Assistant creates handwritten deposit slip based on deposit
summary created by QuickBooks and the checks that have been received.
= The deposit slip is created from the checks to be deposited and compared to the
deposit summary.
= Double check the amounts of the checks against the deposit summary.
= |f the Administrative Assistant notices any discrepancies, she/he will immediately
notify Finance Manager for correction or clarification.
= Possible errors:
e Missing check
e Check numbers don’t match
e Check amounts don’t match
o A copy is made of the deposit summary and scanned to the Finance Manager if not in the
office for comparison.
o The deposit is brought to the bank once the deposit slip is received and approved by the
Finance Manager.
o If deposit is made by anyone other than the Finance Manager, the bank deposit receipt
will be scanned to Finance Manager for final reconciliation with the deposit summary.
and deposit slip. This should occur the day the bank deposit is brought to the bank.





o Once the deposit summary, deposit slip and the bank deposit receipt are reconciled by the
Finance Manager — they can be filed in the deposit binder.
o The summary, deposit slip and bank receipt must be stapled together.

Deposit Reconciliations — Two different reconciliations happen

First Reconciliation (by deposit preparer)
e Administrative Assistant or Finance Manager compares copies of the checks with QuickBooks
deposit summary and the handwritten deposit slip. All should match.
o If it does not match up, hold the deposit. The Finance Manager will need to determine
where the error was made and determine the appropriate remedy.

Second Reconciliation (by Executive Director)
= After deposit is made — Deposit summary and check copies are paper clipped together and given
to the Executive Director.
e Executive Director compares all checks copies with the QuickBooks deposit summary.
o Checking the amount reported on the QuickBooks deposit summary against the check
amount.
o Checking the check number against the check number entered on the deposit summary
o File check copies in binder kept in Executive Director’s office and sign off on those
checks being checked.
o Ifany check/summary or any issues appear — report this to Finance Manager for
clarification.






Commitments and Responsibilities of NASDCTEc and NCTEF Board Members

Approved on November 4, 2014

DUTIES, RESPONSIBILITIES AND AUTHORITY:

Each Board member is an individual functioning part of the unit known as the Board of
Directors. The position calls for leadership qualities of the highest degree. The Board member
must have a good working relationship with NASDCTEC/NCTEF staff and the NASDCTEc
members. In addition, the Board member must be aware of the importance of public opinion and
have the ability to promote the process and value of Career Technical Education. The Board
member must have the ability to delegate authority while retaining responsibility. The Board
member must have the ability to represent all members of NASDCTECc and not just a region or
state that he or she represents.

1. Planning & Organization

Support NASDCTEC/NCTEF’s written mission and vision statements, and furthermore,
satisfy itself that everyone connected with the organization understands its reasons for
existence.

Ensure that NASDCTEC/NCTEF has an up-to-date statement of what it is, represents,
and does, including a periodical review of the mission and vision statements’ adequacy,
viability and accuracy.

Be actively engaged in the development, implementation and monitoring of
NASDCTEC/NCTEF strategic plan.

Determine how the organizations carry out its mission and vision though long-range and
short-range planning and review.

Review and approve NASDCTEC/NCTEF’s long-range financials goals (see operations).

Establish and approve policies that ensure best practices are followed internally and
externally.

Approve major policies and procedures guiding NASDCTEc and NCTEF.
Establish, advance and promote the mission and vision of the organizations.

Help acquire education, business, and industry partnerships; financial and organizational
resources; and new members.

Be assured management oversight and succession is properly being provided.

2. Operations

Review the results achieved by management as compared with NASDCTEC/NCTEF’s
strategic plan.
Be certain the financial structure of NASDCTEc /NCTEF is adequate for its current
needs and its long-range strategy.
Acquire and maintain resources.
o Annually review and approve budget.
o Provide ongoing fiscal oversight, including:
= Engage auditor or initiate an independent financial review.
= Review IRS Form 990 prior to its submission.
= Annually review and approve the investment policy and investment
advisor’s recommendations.
o Annually review and approve the amount of annual dues of the NASDCTEc
members.





3.

Approve major actions of NASDCTEC/NCTEF such as:
o Capital expenditures on all projects over authorized limits.
o Major changes in programs and services.

Terminate the membership of a member, for cause, after an appropriate hearing;
terminate the membership of any member who becomes ineligible for membership.

Fiduciary Oversight:

4.

Be assured the Board and its Finance/Audit Committee are adequately and currently
informed through reports and other methods on the fiscal condition of
NASDCTEC/NCTEF and its operations by management.

Ascertain management has established appropriate policies to define and identify
conflicts of interest throughout NASDCTEC/NCTEF and is diligently administering and
enforcing those policies.

Review compliance with relevant material laws reflecting the organizations.

Board Expectations/Qualifications

The Regional Directors serving the eleven regions shall serve three-year terms. It shall be
the responsibility of the Active Members in each of the eleven geographic regions to
select, at the appropriate membership meeting or via electronic ballot, to elect their
respective regional directors to serve on the Board of Directors.

The Director serving the representative of the Associate Members shall serve three-year
terms. It shall be the responsibility of the Active Associate Members, at the appropriate
membership meeting or via electronic ballot, to elect their respective representative to
serve on the Board of Directors.

Attend all convened Board meetings. Minimal attendance is defined in the Board
attendance policy.

Be responsive to communication and requests from NASDCTEC/NCTEF staff.

Review Board meeting materials before all meetings, being prepared to offer guidance
and feedback.

Approve organizational policies, as well as carry out duties within the framework of the
policies that are comprised in the Board Policy Manual.

Review the Board policy manual annually to ensure it is accurate and reflects the current
Board priorities and preferences.

Annually sign Board policy acknowledgement, conflict of interest statement,
whistleblower policy and Board commitment form.

Regional/Associate Representatives shall keep their regions or associate members
informed as well as share regional concerns with the Board of Directors.

Serve as resources in areas of personal professional expertise.

Meet the requirements of the bylaws of NASDCTEC/NCTEF.

I acknowledge and accept the commitments and responsibilities listed above:

Signature Date






Commitments and Responsibilities of NASDCTEc and NCTEF
Executive Committee
Approved on November 4, 2014

The NASDCTEC/NCTEF elected officers — President, Vice President, Past President, and
Secretary/Treasurer — serve as the volunteer management team or Executive Committee of
NASDCTEc/ NCTEF. Itis to these positions that the utmost trust is given and to whom the
Board, committees and staff look to for leadership and vision. Being an officer of
NASDCTEC/NCTEF is a four-year responsibility beginning as Secretary/Treasurer, moving on
to Vice President, President and finally Past President.

As individuals move through the four officer positions, the roles and duties change. What is
consistent is that all officers are charged with being a leader and a visionary. Officers must look
beyond the opportunities and challenges of today and instead guide and position these
organizations to shape the future of Career Technical Education.

In addition to fulfilling all the responsibilities and expectations of NASDCTECc/NCTEF Board
members, members of the Executive Committee are also expected to:

¢ Gain working knowledge of the organization’s programs, services and delivery models.

e Guide the Board of Directors in setting and approving NASDCTEC/NCTEF’s bi-annual
strategic plan.

e Serve as a working member of at least one Board committee, taskforce, work group or
project annually, as needed.

e Advocate for the organization, including serving as a spokesperson at federal, national and/or
state conferences and meetings, as needed.

e Help address or mediate internal conflicts, including conflicts of interest.

e Actively participate in Executive Committee meetings, as well as Board meetings, Board
planning retreat and annual meetings.

e Approve Executive Director’s expense reports quarterly.

e (Conduct the Executive Director’s annual performance evaluation.

e Be atrusted partner and leader to the NASDCTEC/NCTEF staff, providing guidance when
needed.

e Officers will be authorized signers to the investment and bank accounts.

President: According to the organizational bylaws, “The President shall be the chief executive
officer of the Corporation and subject to the overall guidance and supervision of the Board of
Directors, give active direction and control of the business and affairs of the Corporation.”

The President has four primary roles:

1. Serve as an officer of NASDCTEc and NCTEF.

2. Provide vision and guidance to the NASDCTEC/NCTEF Board of Directors and
membership.

3. Serve as a partner and sounding board and provide guidance to the NASDCTEC/NCTEF
staff.

4. Be avisible and official spokesperson for NASDCTEc and NCTEF.





Specific responsibilities include:

e Assure the status of NASDCTEc/NCTEF’s capacity is equal to the requirements of the
strategic plan and goals.

e Advise on the agenda and topics of and actively participate in the Board and annual meeting
agendas.

e Lead and facilitate NASDCTEc and NCTEF Board meetings to help ensure consensus is
reached and staff have a clear direction forward for executing work.

e With the Executive Director, act as a spokesperson for NASDCTEc and NCTEF to the
press, public, legislative bodies and related organizations.

e With the Executive Director, see that the Board of Directors is kept fully informed on the
conditions and operations of NASDCTEc and NCTEF.

e Elect, monitor, appraise, advise, stimulate, support, reward and, if deemed necessary or
desirable, change top management. Regularly discuss with the Executive Director matters
that are of concern to the President or the Board.

e Manage and present Executive Director’s employment contract to full Board of Directors
for approval.

Immediate Past President: According to the organizational bylaws, “The Immediate Past
President shall advise and consult with the President. The Immediate Past President shall
perform such other duties as from time to time may be assigned by the President or the Board of
Directors.”

The Past President has four primary roles:

1. Serve as an officer of NASDCTEc and NCTEF.

2. Provide institutional knowledge to the officers and the Board and serve as a mentor to new
Board members.

3. Cultivate leadership from within the NASDCTEc membership.

4. Guide the Executive Committee in negotiations of salary and conduct the Executive
Director’s performance evaluation annually.

Specific responsibilities include:
e Chair the Nominations Committee to identify and approve the slate of candidates for
vacant officer positions and NCTEF Public Board member.
e Mentor new Board members as needed.
e Provide guidance and advice to President.

Vice President: According to the organizational bylaws, “In the absence of the President or in
the event of his or her inability or refusal to act, the Vice President shall perform the duties of the
President, and when so acting, shall have all the powers of and be subject to all the restrictions
upon the President. The Vice President shall perform such other duties as from time to time may
be assigned by the President or Board of Directors.”

The Vice President has two primary roles:

1. Serve as an officer of NASDCTEc and NCTEF.
2. Learn and understand the intangible aspects of the position of President.

Specific Responsibilities include:
e Serve as a liaison to the SkillsUSA Board of Directors.





e Assist staff with the development and implementation of a fundraising strategy for NCTEF.

Secretary/Treasurer: According to the organizational bylaws, “ In his or her capacity as
Treasurer, the Secretary/Treasurer shall present reports on the finances of the Corporation at
Board of Directors meetings; present the annual budget for approval by the Board of Directors;
serve as Chair of the Finance Committee; ensure that the minutes of the meetings of the members
and the Board of Directors in one or more books provided for that purpose; see that all notices
are duly given in accordance with the provisions of these Bylaws or as required by law; and in
general perform all the duties incident to the office of Secretary/Treasurer and such other duties
as from time to time may be assigned to him or her by the President or by the Board of
Directors.”

The Secretary/Treasurer has three primary roles:

1. Serve as an officer of NASDCTEc and NCTEF.

2. Have charge and custody of and be responsible for all funds and securities of both
NASDCTEc and NCTEF.

3. Provide ongoing oversight of all aspects of the finances of both NASDCTEc and NCTEF.

Specific Responsibilities include:
e Chair the NASDCTEC/NCTEF Finance/Audit Committee:
o Review and recommend approval of an annual operating budget.
o Regularly review financial reports.
o Ensure the maintenance of an appropriate capital structure.
o Oversee the management of organization-wide financial assets.
e Present all financial reports to the NASDCTEc and NCTEF Boards of Directors and
membership.
Present minutes to the NASDCTEc any NCTEF Boards of Directors and membership.
Review and approve and disbursements over $10,000.
Serve as a liaison to the ACTE Board of Directors.
Review and recommend for approval all changes and updates to the finance policy.

I acknowledge and accept the commitments and responsibilities listed above:

Signature Date





