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Points of Parliamentary Procedure
ROBERT’S RULES OF ORDER (REVISED) shall govern the Association in all cases where applicable.

1. All discussion is controlled by the chairperson.

2.   Members address the Chairperson as Mr./Madam Chairperson Mr./Madam 
      President.


3.   Member stands when recognized and says Mr./Madam Chairperson or


      Mr./Madam President, I move that…

4.   No member may speak without first being recognized by the chair.

5.   The Chair should first recognize the original mover of the motion if he/she


      wishes to speak. The Chair should try to alternate the speakers pro and con.


6.   No member should speak a second time until all members who wish to speak


      have had their chance to do so.


7.   The Chairperson cannot discuss the merits of the motion nor enter into the 


      debate without appointing a temporary chairperson and vacating the chair.


      (After the vote is taken, he/she may resume his/her chair.)


8.   The Chairperson can attempt to terminate the debate by asking “Is the


      membership ready to act on the question?”  If there is opposition, he/she may 


      call for a voice vote or a show of hands. The Chair should not act until he/she 

      feels the question has been debated adequately.


9.   A member may move to close the debate by saying, “I move the previous


      question.” Such a motion cannot be debated and must be put to a vote 

      immediately. It requires 2/3 vote to pass.


10.  Motions which are not debatable:



a.  To adjourn


b.  Point of order



c.  Question of privilege



d.  Withdrawal of motion



e.  Parliamentary inquiry



f.  Taking of vote



g.  To table a motion



h.  Order of previous question



i.  Extend of limit debate



j.  Take from the table



k.  Reading of papers



l.   Point of information.


11.  Motions which require a second:



a. Fix time, place of next meeting



b. To adjourn



c. To recess



d. Appeal decision of chair



e. Divide question



f. To table a motion



g. Reading of papers



h. Suspend rules



i. Order previous question



j.   Refer to committee



k. Extend or limit debate



l.   Postpone to a definite time



m. Amend



n. Postpone indefinitely



o. Reconsider



p. Rescind (repeal)



q. Take from table



r. Special order of business



s. Main motions (The Chair states the motion, “It has been moved and 


     seconded that… Are there any questions?” Once a motion has been 



    stated, it becomes the property of the group an cannot be withdrawn 



     except by general consent or by a motion to withdraw.)


12.  Motions which do not require a second:



a. Commission/committee motions



b. Questions of privilege



c. Order of the day



d. Point of order



e. Point of information



f. Withdrawal of a motion



g. To nominate



h. Parliamentary inquiry



i.   Taking of vote


13.  Presenting a resolution:



a.   After obtaining the floor, the member says, “I move the adoption of



      the following resolutions”, which he/she reads and hands to the 



      Chairperson.



b.   If a second is secured, the Chairperson says, “It has been moved and 



     seconded to adopt the following resolutions.” Which he reads or 



     directs to Secretary to read.



c.   The Chairperson then asks if there are any questions on the adoption of



      the resolutions, and, if no one rises at once, he/she asks, “Are you 



      ready for the debate?” The questions are then open to debate and 



      amendment. They may be referred to the committee, or subsidiary



      motions may be made to them.



d.   When the debate is finished the Chairperson asks that a vote be taken



      and he/she then gives the result. “The resolution are adopted.” or “The



      resolutions are rejected.”
SECA BY-LAWS
ARTICLE I – NAME
The name of this organization shall be the Southern Early Childhood Association (SECA).

ARTICLE II – OBJECTIVES

· To work on behalf of young children and their families.

· To provide opportunities for the cooperation of individuals and groups who are concerned with the well-being of young children.
· To further the development of knowledge and understanding of young children and the dissemination of such information.
· To contribute to the professional growth of persons working with and for young children. 

· To work to improve the standards for group care and education of children and improve the quality of life for them. 

· To provide support for the affiliated state associations in their work for these objectives.

ARTICLE III – MEMBERSHIP   (modified 3/ 2002)
Section A:
Membership will be open to persons dedicated to infants, young children (zero through eight years of age) and their families.

Section B:
There shall be two classes of membership:




Affiliate  (a member of a state affiliate association)




Individual  (a person not a member of a state affiliate)

Section C:
The membership year will be comprised of 12 calendar months from the time of initial application for membership in the organization.  The initial application date will serve as the anniversary date for the individual member and all member 
benefits will be accrued based upon that designated twelve month period.   (Modified 3/20/07)

ARTICLE IV – DUES
SECA Dues for each class of membership shall be determined by the Board of Directors.  The membership shall be informed through their state affiliate boards and by written notice from the SECA office at least 6 months prior to any SECA dues alteration. 

ARTICLE V – RIGHTS OF MEMBERS

Members shall be entitled to rights and privileges of membership:

· To vote

· To hold office

· To attend business meetings and to gain a hearing

· To be appointed to work groups

· To receive announcements of professional development opportunities and of publications, and

· To receive reduced rates on conference fees and SECA publications

ARTICLE VI – STATE AFFILIATION

Any state Association organized primarily to further objectives compatible with those of SECA may become a state affiliate upon completion of the affiliation procedure.

ARTICLE VII – BOARD OF DIRECTORS

Section A:   The Board of Directors shall be composed of one representative elected or appointed from each affiliate state, two Members-at-Large elected by the Board of Directors, the President, and the Immediate Past President or President-Elect.

Section B:  Each State Affiliate Representative shall be nominated by the respective state Nominating Committee and elected or appointed by the respective state membership.   Each State Affiliate Representative shall serve a three-year term. Terms of office shall be staggered using a three-year rotation cycle.

Section C:  Each state affiliate may nominate a person for a Member-at-Large position when a position is open. A state cannot hold both Member-at-Large positions at the same time. The SECA Board of Directors elects a Member-at-Large from the nominees for a three-year term. Terms of office shall be staggered using a three-year rotation cycle.

Section D:  State Affiliate Representatives shall be voting members of their state affiliate boards.

Section E:  State Affiliate Representatives and Members-at-Large shall assume their duties on January 1 and conclude on December 31.  

Section F:   A vacancy in the office of State Affiliate Representative shall be filled through appointment by the respective State Affiliate 
President. A vacancy for a Member-at-Large position shall be filled by the SECA Board of Directors.

Section G:  The Board of Directors shall exercise general supervision of the Association, transact business, and implement the purposes of the Association between annual meetings.

Section H:  The Board of Directors shall meet at least twice a year. Meetings shall be called by the President or at the written request of at least five members of the Board. Directors shall be given at least ten days notice of the time, place and date of meetings. The President shall designate the time and place of such meetings.

Section I:  A simple majority of the members of the Board of Directors shall constitute a quorum. The vote of the majority of Directors present shall be sufficient to effect action.

Section J:  The Board of Directors may conduct business by phone, certified mail, virtual meetings or e-mail. A majority of the Board of Directors is required to effect action by mail, virtual meetings or e-mail.

Section K:  The Board of Directors empowers an Executive Committee to act in its behalf in emergency matters in which a decision is urgent and cannot await total action of the Board.

Section L:  The Executive Committee shall be composed of the President, the President-Elect or Immediate Past President, the Fiscal Officer and the Secretary.

ARTICLE VIII – OFFICERS

Section A:  Officers of the Association elected by the membership shall be a President and President-Elect or Immediate Past President.

Section B:  The President will submit a proposed slate of officers to the Board of Directors who will elect a Fiscal Officer and a Secretary from within that body’s membership annually or as needed.
Section C:  A minimum of two candidates for the office of President-Elect shall be nominated.

Section D:  Results of the election for President-Elect shall be ratified in a formally recognized meeting of the SECA Board of Directors.  Each state shall have one vote and that vote must be cast based upon the results of the general membership election.  Ballots will be available to each individual SECA member through an on-line voting system or paper ballot (upon request to the SECA office) and will include a section to designate the voter’s state affiliate membership.  Ballots will be tallied by state.  The State Affiliate President for each state will be notified of the state’s vote and the State Affiliate Representative on the Board of Directors will cast that state’s vote for the candidate elected by the state’s voters.

Members-at-Large of the SECA Board of Directors shall represent SECA non-affiliate members.  The Members-at-Large will collectively cast one vote for President-Elect on behalf of the SECA non-affiliate members.  Any ballots not marked with identifying state or non-affiliate information will be considered non-affiliate votes.

The SECA President will cast a vote only in the event of a tie.  The President-Elect or Immediate Past President will not vote at the Board meeting.  (Adopted 3/2003) 

Section E:  The term of office for the President shall be for two years or until a successor has been elected and assumes office. The term of office for the President-Elect shall be for one year. The President-Elect 
assumes the office of President after serving one year in the position of President-Elect.

Section F:  The duties of the officers shall be those specified in the Policies and Procedures Manual of the Southern Early Childhood Association.

Section G:  Officers shall assume duties on January 1st and conclude on December 31st.  
Section H:  A vacancy in the office of President shall be filled by the President-Elect or the Immediate Past President.  A vacancy in the Office of President-Elect shall be filled by the candidate that received the next largest popular vote total.  A vacancy in other offices shall be filled by appointment by the Board of Directors.  (Modified 3/2007)

ARTICLE IX – WORK GROUPS

The President, with the approval of the Board of Directors, shall appoint such work groups as necessary to carry out the work of the Association.

ARTICLE X – BUSINESS MEETING
The Association shall meet in business sessions during the annual conference at a time and place designated by the SECA President. Fifty voting members of the Association shall constitute a quorum for the transaction of business.

ARTICLE XI – FISCAL YEAR

The fiscal year of the Association shall be from July 1 through June 30. 

ARTICLE XII – REVISION AND AMENDMENTS
Section A:  The By-Laws may be amended by a two-thirds vote of the members present at any business meeting. The amendments shall have been previously considered by the Board of Directors and the proposed changes disseminated to the membership at least thirty (30) days prior to the meeting date.

Section B:  Recommendations for amendments or revisions may originate from the Board of Directors, from a committee of members appointed by the President with the approval of the Board of Directors, or from any fifty members of the Association.

Section C:  Amendments or revisions originated by fifty members of the Association must be submitted to the membership by the Board of Directors with its recommendation. This shall be done at the first business meeting after the conditions specified in Section A can be fulfilled.

ARTICLE XIII – DISSOLUTION OF THE ASSOCIATION
Section A:  A recommendation for the dissolution of the Association shall be adopted by a three-fourths vote of the members of the Board of Directors and be submitted in writing to the membership. The recommendation shall be approved by three-fourths of the members voting on the issue.

Section B:  In the event of dissolution, the residual assets of this organization will be turned over to one or more organizations, decided by the Board of Directors, which themselves are exempt from federal income tax as organizations described in Section 501(C)(3) of the Internal Revenue Code of 1954 or the corresponding provisions of any prior or future Internal Revenue Code, or the federal, state, or local government for exclusively public purposes.
ARTICLE XIV – PARLIAMENTARY AUTHORITY
The rules contained in Robert’s Rules of Order (Revised shall govern the organization in all cases to which they are applicable, and in which they are not inconsistent with the By-Laws of the special rules (policies) of order of this organization.
SECA CONSTITUTION 
ARTICLE I – NAME


The name of this organization shall be the Southern Early Childhood Association (SECA).

ARTICLE  II – OBJECTIVES

· To work on behalf of young children (zero through eight years) and their families.

· To provide opportunities for the cooperation of individuals and groups who are concerned with the well-being of young children.

ARTICLE III – MEMBERSHIP
Membership will be open to persons who align with the mission statement.
ARTICLE IV – OFFICERS
The elected officers of the Association shall be a President and a President-Elect or an Immediate Past President.

ARTICLE V – MEETINGS

The Association shall meet annually with the members.

ARTICLE VI – AMENDMENTS

The Constitution may be amended by a two-thirds vote of the members present at any business meeting when the amendments have been approved by the Board of Directors and copies distributed electronically to the membership at least thirty days prior to the meeting date.

SECA MISSION STATEMENT

The Southern Early Childhood Association (SECA) is committed to improving the quality of care and education for young children and their families through advocacy and professional development.

BOARD OF DIRECTORS

ROLES AND RESPONSIBILITIES

PRESIDENT
The SECA President is elected by the SECA membership to serve for one-year as President-Elect, two years as President and one year as Immediate Past President.  The term of office begins January 1. 2 Consecutive terms may be considered.  The SECA President must have served on the Board of Directors of SECA or his/her state affiliate executive board, preferably within the past 5 years. 
Responsibilities:

· Preside at meetings of the Executive Committee, Board of Directors, and at the Annual SECA Business Meeting.  
· Provide leadership in the planning and implementing of programs and initiatives which enhance the mission and goals of SECA.

· Establish and maintain a working relationship with state affiliate presidents and SECA Representatives.

· Provide support to the Executive Director or designee and maintain consistent communication.  
· Serve as the official spokesperson for the organization and represent SECA at state affiliate conferences, in addition to national conferences of other early childhood associations as budget allows.  

· Set dates, set the agenda and conduct Board meetings.

· Make necessary appointments to Commissions and Committees.

· Plan the agenda of the annual business meeting, in conjunction with the Executive Director or designee.

· Act as a liaison between SECA and the Presidents of other similar organizations.

· Host a transition meeting with the President-Elect and Executive Director or designee at the conclusion of his/her term of office as President.

· Establish a communication network with state affiliate Presidents and leadership and to provide a report of those communications to the SECA Board of Directors.

· Plan a new board member orientation with assistance from the President-Elect or Immediate Past President, the Executive Director or designee and the Leadership Commission.  
· Plan a full board training at least once during his/her term. The topic should be at the discretion of the President, based on observations of current trends in the association.  For instance, take a certain section of the Policy and Procedures Manual that seems to be misunderstood or misinterpreted and present training on that topic.  This is not intended to be a retreat or all day training.  

· Maintain a membership with SECA during their term being served.

SECA PRESIDENTIAL SCHEDULE
Term begins in January of the year denoted with an X in the chart

	Office
	2019
	2020
	2021
	2022
	2023
	2024
	2025
	2026
	2027
	2028

	President-Elect
	X
	-
	X
	-
	X
	-
	X
	-
	X
	-

	Immediate Past President
	-
	X
	-
	X
	-
	X
	-
	X
	-
	X


PRESIDENT-ELECT

The President-Elect is elected by a vote of the membership and serves as President-Elect for one year before assuming office as President of the Association.   The President-Elect must have                            served on the Board of Directors of SECA or of his/her state affiliate executive board, preferably within the past 5 years.  
Responsibilities:

· Attend all official SECA Board of Director functions, as designated by the President.

· Read and become familiar with SECA procedures, policies, Constitution and By-Laws, financial records and projects.

· Begin communication and establish a working relationship with state affiliate leadership.

· Represent SECA at meetings and conferences as requested by the President.

· Assist the President in implementing SECA programs.

· Attend a transition meeting with the President and Executive Director or designee prior to assuming office as President.  

· Serve as a voting member of the Executive Committee of the SECA Board of Directors and Commission on Finance.  

· Maintain membership with SECA during their term being served.
IMMEDIATE PAST-PRESIDENT

The President assumes office as Immediate Past-President upon conclusion of                                              his/her two year term as President.

Responsibilities:

· Transfer all records, information and reports to the in-coming President that will be necessary for his/her administration and summarize in writing all the activities of the previous year.
· File with the SECA office a complete and accurate record of all important business matters, documents and accomplishments of his/her years as President so the history of SECA will continue to be updated and preserved.
· Be available for consultation via phone or mail to the President and Board of Directors.
· Represent SECA at meetings and conferences as requested by the President.
· Serve as chair of the Nominating Committee. 
· Serve as a voting member of the Executive Committee of the SECA Board of Directors and Commission on Finance.  

· Review the SECA Policies and Procedures and make recommendations to the Board on changes needed to keep policies and procedures accurate, based on current Board decisions.  

· Maintain a membership with SECA during their term being served.

SECRETARY

The Secretary serves as the recording officer of SECA.  The Secretary must be a member of the Board of Directors and have demonstrated the ability to transcribe and record minutes accurately.

Responsibilities:  

· Prepare and/or review the minutes of official meetings of the Board of Directors and to present the minutes for approval to the Board at regular meetings.
The minutes of any official meeting should be disseminated to the Board of Directors within three weeks.  A copy will also be forwarded to the SECA office.

· Participate in the annual business meeting by presenting minutes from the previous business meeting and recording minutes from the current business meeting. Copies of Governing Board minutes are available on request by emailing the SECA office on the SECA website. 
· Represent SECA at meetings and conferences as requested by the President.
· Serve as a voting member of the Executive Committee, record minutes of the Executive Committee meetings and report their recommendations to the Board. 
· Serve as a member of the Commission on Finance.  

· Maintain a membership with SECA during their term being served.

FISCAL OFFICER

The Fiscal Officer is responsible for ensuring the financial oversight of the operations of the SECA office and reporting to the SECA Board of Directors.  The Fiscal Officer must have                                         demonstrated expertise in the maintenance of financial records.

Responsibilities:

· Chair the Finance Commission.
· Work closely with the SECA staff and the Finance Commission in preparation of the annual SECA budget to be presented to the Board of Directors.
· Ensure, in conjunction with the SECA Board and Executive Director or designee, that an amount equal to 6 months operating funds for SECA is maintained in an investment account at all times as an emergency fund.  
· Monitor financial reports and to present any and all recommendations from the Finance Commission to the Board of Directors.
· Disseminate copies of the annual financial report and audit at the annual business meeting.
· Represent SECA at meetings and conferences as requested by the President.
· Serve as a voting member of the Executive Committee of the SECA Board of Directors and Commission on Finance.  

· Oversee the counting of funds raised at the close of the Silent Auction. 
· Maintain a membership with SECA during their term being served.

STATE AFFILIATE REPRESENTATIVE

The State Affiliate Representative on the SECA Board of Directors is elected/appointed by his/her State Affiliate and represents that State Affiliate on the Association Board of Directors. 2 Consecutive terms may be considered. Each State Affiliate has one vote on the SECA Board of Directors.

Responsibilities:

· Read and become familiar with the SECA Vision, Mission, History, By-Laws and Policies. 

· Keep current on the financial status of state affiliate and SECA. 
· Maintain a membership with SECA during their term being served.   
· Serve as liaison to the SECA office and the SECA Board of Directors from the state affiliate by: 

· Serve as contact point for information release by forwarding SECA news to the appropriate state affiliate board member for dissemination through website, newsletters, etc.  Forward state affiliate news to the SECA office for dissemination as deemed appropriate.
· Serve as liaison to the State Affiliate Board from the SECA office and Board of Directors by providing a regular report on SECA at the state affiliate board meetings and/or a personal report to the state affiliate president.

· Coordinate SECA activities at state affiliate annual conference: ordering and receipt of SECA promotional materials to see or display, notification to SECA office or product inventory to be shipped for sale, management of the SECA display and sale of merchandise at the conference, provide personal visibility at state affiliate conference by requesting introduction at conference as the voice for the state affiliate membership on the SECA Board of Directors and presenting a session to explain the vision, mission and benefits of SECA and, perhaps more importantly, to gather input from members and potential members of how SECA can best serve them in their work and professional growth. 

·  Serve as a member of a SECA Commission as appointed by the President.  

· Attend pre-conference meeting of the SECA Board of Directors and remain visible and accessible to participants at the annual SECA conference.  A schedule of required attendance events will be provided by the Executive Director or designee prior to conference.  This could be week-long commitment. 

· Submit a written report prior to each SECA board meeting as directed by the SECA President.

· Become familiar with policy manual regarding submitting award winners to the SECA office in a timely fashion.  Note:  The SECA office will send one reminder to the eligible states but it is understood it is the responsibility of the state affiliate to meet deadlines or forfeit the award and their place in the rotation.”   

· Inform Affiliate Board of students grants available 

· Inform Affiliate Board of the requirements of the SECA Representative to ensure this elected/appointed position is filled by a qualified person.  Please note that this position could require a full week commitment during the SECA annual conference.

· Inform Affiliate Board of SECA election and campaign procedures (pages 37-40 in the policy manual)

· Inform state affiliate of election policies (pages 37-40) 

State Affiliate Representative Rotational Schedule                                                                         Representatives serve a three-year term, beginning in January.  States should elect or re-appoint their representative in the year prior to the beginning of that term.  For example, if the term begins in 2014, the election or appointment process should have occurred in 2013.  
	STATE
	2021
	2022
	2023
	2024
	2025
	2026
	2027
	2028
	2029
	2030

	Alabama
	X
	
	
	X
	
	
	X
	
	
	X

	Arkansas
	
	
	X
	
	
	X
	
	
	X
	

	Florida
	X
	
	
	X
	
	
	X
	
	
	X

	Georgia
	
	X
	
	
	X
	
	
	X
	
	

	Kentucky
	
	X
	
	
	X
	
	
	X
	
	

	Louisiana
	
	
	X
	​
	
	X
	
	
	X
	

	Mississippi
	
	
	X
	
	
	X
	
	
	X
	

	N Carolina
	
	X
	
	
	X
	
	
	X
	
	

	Oklahoma
	X
	
	
	X
	
	
	X
	
	
	X

	S Carolina
	X
	
	
	X
	
	
	X
	
	
	X

	Tennessee
	
	X
	
	
	X
	
	
	X
	
	

	Texas
	
	
	X
	
	
	X
	
	
	X
	

	Virginia
	
	X
	
	
	X
	
	
	X
	
	

	W Virginia
	X
	
	
	X
	
	
	X
	
	
	X


* X denotes beginning of term, January 1 the designated year
MEMBER-AT-LARGE REPRESENTATIVE

In 1994, the SECA Board of directors created two Member-at-Large positions on the Board to ensure ethnic/social/cultural diversity and to ensure that the Board is representative of the membership. The Member-At-Large positions are elected by the SECA Board of Directors. 2 Consecutive terms may be considered.
The Member-At-Large must be a member of an ethnic, social or cultural minority that is under-represented on the SECA Board.  This representative must have demonstrated the ability to promote practices, procedures and policies consistent with those endorsed by SECA and must become a SECA member if elected to the Board.

Member-at-Large positions cannot be held by individuals from the same state at the same time.   A Member-at-Large will serve at least one term with the option of serving a second term as determined by the Board of Directors.  These terms may be consecutive.  
Nominations for the Member-at-Large Representative are made by a letter of nomination from the state affiliate.  A letter of interest must be submitted from the individual nominated by the state.  Both documents must be submitted by the date announced by the President and prior to the summer Board meeting.  

Responsibilities:  

· Convey to the SECA Board of Directors how the Association might be more responsive and knowledgeable of the differing constituencies represented in SECA membership.

· Act as a liaison to other community agencies that share goals and objectives with SECA.

· Remain visible and accessible to participants at the annual conference.  A schedule of required attendance events will be provided by the Executive Director or designee prior to the conference.  

· Serve as a member of a SECA Commission as appointed by the President.  

Member-at Large Rotational Schedule

	
	2019
	2020
	2021
	2022
	2023
	2024
	2025
	2026
	2027
	2028

	Member at Large #1
	-
	-
	X
	-
	-
	X
	-
	-
	X
	-

	Member at Large #2
	-
	X
	-
	-
	X
	-
	-
	X
	-
	-


* X denotes beginning of term, January 1 of each year

BOARD OF DIRECTORS

GENERAL POLICIES

COMPOSITION

The Board of Directors consists of the President, President-Elect or Immediate Past-President, one Representative elected from each state affiliate, and two 
Members-at-Large elected by the Board of Directors, consistent with the terms described in the Constitution and By-Laws of the organization.

The President will submit a proposed slate of officers to the Board of Directors who will elect a Fiscal Officer and a Secretary from within that body’s membership.

GENERAL QUALIFICATIONS

1. Has been actively engaged in early childhood education, early childhood development, developmental psychology or related fields.

2. Has a record of interest and participation in activities of SECA and demonstrates a knowledge of SECA aims and objectives.

3. Has demonstrated personal characteristics for positive interaction with diverse groups of people.

4. Has demonstrated abilities in the areas of leadership and management, including active leadership in local and state organizations affiliated with SECA.

5. Has demonstrated dependability and efficiency.

6. Will make contributions to Board meeting discussions, participate in and contribute to the general actions of the Board of Directors, serve on Commissions as appointed.

7. Is a member of SECA and a resident of the state which he/she represents.

 An Executive Director or Business Manager employed by a state affiliate may not serve as a member of the SECA Board of Directors or be a candidate for President-Elect due to potential conflicts of interest.  If an Executive Director or Business Manager wishes to serve in that capacity, written confirmation of intent to resign from the position must be received by the SECA President prior to consideration.  

EXECUTIVE COMMITTEE

The Executive Committee shall be composed of the President, President-Elect or Immediate Past President, the Fiscal Officer and the Secretary. 

The Executive Committee is empowered to act for the Board in emergency matters in which a decision is urgent and cannot await the action of the total Board.

The Secretary will report Executive Committee actions for the Board at the next scheduled meeting.

The Executive Committee serves as the SECA personnel committee.  The SECA Personnel Committee is under the direction of the SECA Board of Directors.  This committee monitors implementation of personnel policies and recommends modifications to existing policies.  This Committee is responsible for an annual evaluation of the Executive Director or designee, and the receipt of personnel evaluations of SECA staff by the Executive Director or designee at the beginning of the fiscal year.  (Specific responsibilities related to staff grievances, recruitment, selection, induction, compensation, staff development, evaluation, change of employee status and exit practices are outlined in the Personnel Policy section of this manual.)  

RESPONSIBILTIES OF THE BOARD OF DIRECTORS

The Board of Directors will exercise general supervision of the Association, transact business, and implement the purposes of the Association.

The Board of Directors is the policy making body of the Association and delegates daily operational decisions (within the adopted budget) to the Executive Director or designee.  The Board is responsible for ensuring that the Association has a strategic plan in place that outlines the long range goals and objectives for the Association and that the Executive Director or designee and SECA staff are implementing programs and initiatives as adopted by the Board of Directors.

Board members are required to attend all scheduled/called SECA Board of Directors meetings during the annual conference and at fall and summer meetings and/or other called meetings. If a Board member is unable to attend the whole or a portion of the Board meeting and has access to the motions, a written proxy vote may be submitted. When extenuating circumstances exist, the State Affiliate President will select an alternate who will have voting privileges. The alternate 
will report to the State Affiliate Representative and the State Affiliate Board.

All members of the Board of Directors will be assigned to at least one Commission and may act as liaison to a committee or task force, if designated by the SECA President. Commissions and liaisons will function according to policies described in the applicable sections of the Policy Manual.

Each Board member will communicate the viewpoint of the SECA Board of Directors to the early childhood community through a variety of activities.

MEETINGS OF THE BOARD OF DIRECTORS 
The Board of Directors will meet at least twice a year if financially feasible. If it is not determine to be financially feasible the Board may meet virtually. Meetings shall be called by the President or at the request of at least five members of the Board. The summer meeting will be held at times, dates and at a place to be determined by the President. The winter meeting will be conducted prior to, during and/or immediately following the annual conference at times designated by the President. Board members will be given at least 10 days notice of the time, place and date of meetings.

Failure by a State Affiliate Representative or Member-at-Large to attend two meetings during one year of his/her term will result in the SECA President requesting the state President to appoint a replacement for the state representative or the SECA President appointing a replacement for the Member-at-Large, unless extenuating circumstances exist. Extenuating circumstances may include, but are 
not limited to, incapacitating illness of the member, death or illness in the member’s family. The Board member must notify the President prior to the Board meeting of any extenuating circumstances that prevent his/her attendance.

A meeting is defined as:



1)  Annual conference board meeting



2)  Summer board meeting



3)  Executive Committee meeting



4)  Other called meetings

Attendance at a meeting is defined as being present during 95% of the meeting during the weekend or week.

All meetings of the SECA Board of Directors will be open to the SECA membership and other interested parties. Matters related to personnel and awards 
shall be closed to the general membership. Those persons wishing to make statements or bring an item of business before the Board must notify the SECA President in writing three weeks prior to the meeting so that the item may be placed on the agenda. No one may bring an item of business before the Board of Directors without notifying the President in advance. The SECA office will 
communicate this policy at least annually to the SECA membership.

COMMUNICATIONS

All communications which go to commission and committee members and board liaisons should include:

· The name of the task force, committee or commission.

· A list of all committee members and their contact information.

· A written charge for the committee.

· A timeline for completion of the work.

All work groups should make written reports that include dates of any correspondence via mail or electronic mail. Written reports should be sent to the SECA office and to the SECA President.

EXPENSES Refer to Appendix C of the SECA Policy Manual, pages 81-84, for a copy of the expense form and a guide for Board expense reimbursement.  
ANNUAL CONFERENCE

The Board of Directors shall make the final decisions regarding conference sites.  Conference site decisions should be made in a timely fashion in order to ensure the best negotiating position for SECA.  
The Board of Directors shall approve the conference budget.

The Executive Committee shall review and approve all conference fees, such as exhibit fees, honoraria, etc.

All other activities related to conference planning shall be delegated to appropriate staff members, chairpersons or committees, and the Board will be notified if necessary.

All members of the Board shall remain visible and accessible to participants at the annual conference. A schedule of required attendance events will be provided by the Executive Director or designee prior to conference.

REPRESENTING SECA AT STATE AFFILIATE FUNCTIONS

The President shall attend or may request that members of the Board represent SECA at state affiliate functions, such as state conferences and state Board meetings.

· SECA will provide a representative at state conferences at SECA’s expense to the SECA states each year if budget allows. States will be notified annually of the availability of an official SECA representative.   Official representation at state conferences may include providing the welcome from SECA, representation at the state board meeting, and requested presentations.  The State Affiliate is asked to provide complimentary accommodations and special meals/events to the SECA representative. 

· The SECA President will assign members of the Executive Committee or Board of Directors as “official” representatives.  

· State affiliates experiencing membership/leadership or financial difficulties may request a representative at SECA’s expense to provide technical assistance. The SECA office will prioritize responses for leadership and membership support.  

· The SECA Affiliate Representative is to represent SECA at the state affiliate functions as stated in “Responsibilities” of State Affiliate Representative.  

WORKING WITH COMMITTEES

The Immediate Past President serves as the chair of the Nominating Committee.  Board members may be appointed, as needed by the President, to serve as liaisons or chair to committees. The role as liaison or chair shall include:

· Contact the chairperson of the Committee to which he/she is liaison at least bi-monthly to determine what action has been taken by the committee, persisting until contact is made and a good flow of communication has been established.

· Influence the chairperson to act in keeping with the priorities set for the committee and to serve as a spokesperson for the Board to the committee, providing needed direction to the committee.

· Insure the submission of a written report on committee activities by the committee chairperson at least two weeks prior to each Board meeting. One copy of the report is to be sent to the liaison and one copy to the SECA office for dissemination to Board members.

· Be prepared to explain to the Board any issues and motions recommended in the committee report, if clarification is needed.

· Recommend to the President the replacement and/or addition of SECA members on committees.

· Periodically review with the chairperson sections in the Policy Manual dealing with committee membership, functions, and responsibilities and make recommendations for changes, as needed, to the President.

FOSSIL SOCIETY

The SECA Board of Directors recognizes the FOSSIL Society as a group of former Board members who meet annually at SECA conferences to further the camaraderie and fellowship developed while serving on the SECA Board. The FOSSIL Society will have representation at the flag ceremony at the keynote address at the annual conference and will assist in preserving the history of SECA.
SECA COMMISSIONS AND        COMMITTEES/TASK FORCES

The work of an organization is conducted by the members of the organization through the various working groups of the organization. Each working group has specified duties and responsibilities and timeframes that have been approved by the Board of Directors.  It is important that all working groups understand their responsibilities and assignments as outlined in the SECA Policies and Procedures Manual.

· Commissions are composed exclusively of members of the SECA Board of Directors and are designed to provide a structure for completing tasks and meeting Board objectives between Board meetings.  Board members are appointed to a Commission by the President prior to January 1 of each year.

· Committees are composed of SECA members who are interested in furthering the goals and objectives of the organization.  Any SECA member may serve on a SECA Committee.  

COMMISSIONS
GENERAL POLICIES
The Commissions include the Commission on Finance, the Commission on Membership, the Commission on Professional Development, and the Commission on Leadership. Individual commission descriptions are outlined in this section.  The members of SECA Commissions are appointed annually by the President.

Prior to January 1, each member of the Board of Directors will be appointed to a Commission for the following year.  These appointments will be made in consultation with the Board member to ensure that the placement is satisfactory and productive.

The Commissions report to the Board of Directors at each meeting about their work in the interim and their recommendations for Board action.  Commission agendas for work during the interim are developed at the Board meeting, and Commission work begins at the conclusion of the meeting.  Commissions must have approval for any action concerning SECA from the SECA board.
COMMISSION ON FINANCE

The Commission on Finance guides and monitors the financial status of SECA and all budgetary functions.  It reviews financial matters and advises the Board of Directors with respect to the present and future financial affairs of the Association.

The Commission on Finance is composed of the following members:

· SECA Fiscal Officer (chair)

· SECA Executive Committee

· The chairs of the SECA Commissions

Responsibilities:

· Monitors and directs SECA financial planning and implementation.

· Reviews all financial records of the Association.

· Supervises compliance with IRS procedures.

· Integrates activities with those of other Commissions and working groups to make recommendations on expenditures not approved in the current budget.

· Assists the Fiscal Officer in preparation of the annual budget by identifying potential expenditures for the next year.

· Receives and approves/disapproves all financial requests of the organizational units.  

COMMISSION ON LEADERSHIP

The Commission on Leadership plans and implements projects and activities that support leadership development for SECA and the state affiliates.   

Responsibilities:  

· To support communication and networking among the state affiliates.  

· To determine the need for and methods of leadership development activities and/or projects.  

· To plan the SECA Leadership Summit that is held at the annual conference.

· To assist in planning an annual orientation for Board members.  
· To assist in planning the student activity at annual conference.
· Assume responsibility of creating slideshow to replace flag ceremony  

COMMISSION ON MEMBERSHIP

The Commission on Membership is responsible for planning and implementing projects and activities that enhance SECA membership.

Responsibilities:  

· To review and recommend changes to membership categories and member benefits.  

· To develop and maintain a Board accountability system to ensure that strategic goals and objectives regarding SECA membership are regularly reviewed, revised and accomplished.  
· To assist in planning student activity at annual conference.  

COMMISSION ON PROFESSIONAL DEVELOPMENT

The Commission on Professional Development guides and monitors the planning and implementing of all professional development activities and assist in implementation of annual conference.

Responsibilities:  

· To monitor and support SECA conference planning and all other professional development activities.
· To recommend policies and procedures for all SECA professional development activities.
· To design and develop new SECA professional development activities.  
· To design and develop new SECA professional development activities such as a pre-conference symposium or topical seminar to provide the opportunity for the most experienced early childhood professionals with cutting edge information and content.  
· To assist in planning student activity at the annual conference.  
COMMITTEES/TASK FORCES

GENERAL POLICIES

Committees and task forces support the mission of SECA through actions that relate to a specific project or issue and support the organization’s annual goals as approved by the SECA Board of Directors.

SECA has two standing committees:  Nominating and Editorial.  These two committees are charged with specific duties throughout the year.

Ad hoc committees and task forces are designed to develop a specific project/issue as defined by the SECA Board of Directors.  Their work is supported by the SECA Executive Director or designee.  These ad hoc committees and task forces are issue specific and time limited.  

All SECA members are eligible to serve on SECA committees.  Committee members should be representative of the SECA membership.

The President appoints members of Committees and Task Forces.  This may be done in consultation with state affiliate leaders.  During the year that there is a President-Elect, the selection process will be a collaborative effort between the President and President-Elect.   The President also appoints a Committee Chair who will be responsible for ensuring that the Committee is functioning and communicating with the SECA Board and office.  

NOMINATING COMMITTEE

The Nominating Committee is a standing committee appointed by the SECA President.

Responsibilities:  

· To select at least two candidates for the office of SECA President-Elect.

· To assist the Board of Directors in selecting at least two candidates for the position of Member-at-Large when a vacancy occurs.  

Membership:

· The SECA Immediate Past-President serves as a non-voting chair.

· State affiliate presidents appoint a committee member according to the following rotation:

· Rotation #1:  (2026, 2030, 2034)  Alabama, Arkansas, Oklahoma, Tennessee, Texas, Virginia, West Virginia
· Rotation #2:  (2024, 2028, 2032) Florida, Georgia, Kentucky, Louisiana, Mississippi,  South Carolina
· All members will serve a one-year term, beginning January 1 of the same year as the Immediate past President’s term.  The term will conclude on December 31st of that same year.    

· Any members of the Nominating Committee who wish to have their name placed on the SECA ballot for President-elect must first remove their name from the Nominating Committee.    

EDITORIAL COMMITTEE

The SECA Editorial Committee is designed to advise the SECA Board of Directors on matters related to editorial policies and the production and distribution of SECA publications and media materials.  The Committee works under the direction of the SECA Board of Directors.  

Responsibilities:  

· Serves as the final referee for articles submitted to Dimensions of Early Childhood.

· Determines the topic of the theme issue of Dimensions of Early Childhood each year, if a theme issue is planned for that year.
· Consults with the SECA Board of Directors as to the scope and direction of publications.
· Serves as a reviewer for publications if an individual member possesses expertise in the content area.
· Recommends content area and content reviewers, as need dictates.
· Provides technical assistance to inexperienced authors when requested.  
Membership:  

· Chair is appointed by the SECA President for a two-year term.

· Seven members, elected by the SECA Board of Directors, serve staggered three-year terms.
· Each member must have been a member of SECA for three years prior to his/her appointment, possess a proven record in publications or editing and have previous experience as an editorial advisor.
· At least one member should be teaching in or serving in an administrative capacity with a program for young children.
· The Dimensions of Early Childhood editor will serve as a consultant.
SECA AWARDS

The Southern Early Childhood Association has several award programs.  These awards are presented annually at the SECA conference and each award has a specific purpose and selection criteria.  In order for the honorees to be highlighted at their state level conferences, it is recommended that the state affiliates submit their awardee’s names to the SECA office no later than the date noted in the description of the individual awards.  The SECA office staff will send one reminder to the eligible states but it is understood it is the responsibility of the state affiliate to meet deadlines or forfeit the award and their place in the rotation.

Helen B. Harley Memorial Scholarships

The Helen B. Harley Memorial Scholarships were created in honor of Helen B. Harley, SACUS business manager from 1971 to 1974.  Mrs. Harley was from South Carolina and served as the first “official” business manager of the Association.  Three scholarships are presented each year to individuals from designated states to assist him/her in attending the SECA conference for the first time.  The scholarship consists of a stipend (set by the SECA Board of Directors as funding allows), plaque and complimentary conference registration.  The award is rotated among the SECA states on the following schedule.  The state affiliate determines the procedure by which the recipient is selected.  

Helen B. Harley Award Rotation

	Designated States
	Deadline date to submit recipient information 
	Conference 

	Oklahoma/South Carolina/Tennessee
	August 1, 2021
	2022

	Texas/Virginia/West Virginia
	August 1, 2022
	2023

	Alabama/Arkansas/Florida
	August 1, 2023
	2024

	Georgia/Kentucky/Louisiana
	August 1, 2024
	2025

	Mississippi/Oklahoma/South Carolina
	August 1, 2025
	2026

	Tennessee/Texas/Virginia
	August 1, 2026
	2027

	West Virginia/Alabama/Arkansas
	August 1, 2027
	2028

	Florida/Georgia/Kentucky
	August 1, 2028
	2029

	Louisiana/Mississippi/Oklahoma
	August 1, 2029
	2030

	South Carolina/Tennessee/Texas
	August 1, 2030
	2031

	Virginia/West Virginia/Alabama
	August 1, 2031
	2032

	Arkansas/Florida/Georgia
	August 1, 2032
	2033


Rich Scofield Memorial Scholarship

This scholarship was created in 2005 by the SECA Board of Directors in memory of Rich Scofield, a SECA member from Tennessee, who contributed significantly to the Association during his life.  Rich was the creator of School-Age Notes and focused his attention on the school-age population, particularly before and after school programs.  The scholarship consists of a stipend (set by the SECA Board of Directors as funding allows), plaque and complimentary conference registration.
The Southern Early Childhood Association supports those who work with children from birth through age eight.  The individual who is chosen to receive the Rich Scofield Memorial Award should:

· Be known for their exemplary work in supporting and/or improving the quality of experiences provided to primary age children (kindergarten through grade three) within the state.

· Be identified for their work with primary age children within the state, with a priority given for work in out-of-school-time programs.

First consideration should be for an active member of a local or state SECA affiliate; however, membership in SECA is not required of the recipient.  The recipient is selected by a designated state affiliate and the state affiliate determines how the selection is made.  

Rich Scofield Award Rotation

	Designated State
	Deadline date to submit recipient information 
	Conference 

	West Virginia
	August 1, 2021
	2022

	Alabama
	August 1, 2022
	2023

	Arkansas
	August 1, 2023
	2024

	Florida
	August 1, 2024
	2025

	Georgia
	August 1, 2025
	2026

	Kentucky
	August 1, 2026
	2027

	Louisiana
	August 1, 2027
	2028

	Mississippi
	August 1, 2028
	2029

	Oklahoma
	August 1, 2029
	2030

	South Carolina
	August 1, 2030
	2031

	Tennessee
	August 1, 2031
	2032

	Texas
	August 1, 2032
	2033

	Virginia
	August 1, 2033
	2034


Marian B. Hamilton Memorial Award

This award was created in honor of Marian B. Hamilton, a past president of the Southern Association on Children Under Six (SACUS).  Marian was a member of the Kentucky association and served as SACUS (now SECA) President in 1978 & 1979.  During her term of office, circulation of Dimensions of Early Childhood rose to 12,000 and the first Board-to-Board newsletter was created.

Three grants are awarded each year to designated states to strengthen local affiliates/chapters or provide leadership development activities.  The award consists of a grant (set by the SECA Board of Directors as funding allows), plaque and complimentary conference registration. The award rotates among the states on the following schedule.  The state affiliate determines the procedure by which the recipient is selected, based on the following criteria:

· Leadership—This individual or group of individuals is able to motivate and inspire others to accomplish a specific goal or objective.

· Initiative—This individual or group of individuals is able to take charge by creating or developing a program, project, or activity that impacts the community and has a personal commitment to see the project through to its resolution with determined effort.

· Dedication—This individual or group of individuals is recognized by others for being dedicated to achieving the desired results.  

Marian B. Hamilton Award Rotation

	Designated State
	Deadline to submit recipient information 
	Conference 

	Georgia/Kentucky/Louisiana
	August 1, 2021
	2022

	Mississippi/Oklahoma/South Carolina
	August 1, 2022
	2023

	Tennessee/Texas/Virginia
	August 1, 2023
	2024

	West Virginia/Alabama/Arkansas
	August 1, 2024
	2025

	Florida/Georgia/Kentucky
	August 1, 2025
	2026

	Louisiana/Mississippi/Oklahoma
	August 1, 2026
	2027

	South Carolina/Tennessee/Texas
	August 1, 2027
	2028

	Virginia/West Virginia/Alabama
	August 1, 2028
	2029

	Arkansas/Florida/Georgia
	August 1, 2029
	2030

	Kentucky/Louisiana/Mississippi
	August 1, 2030
	2031

	Oklahoma/South Carolina/Tennessee
	August 1, 2031
	2032

	Texas/Virginia/West Virginia
	August 1, 2032
	2033

	Alabama/Arkansas/Florida

	August 1, 2033
	2034

	Georgia/Kentucky/Louisiana

	August 1, 2034
	2035


Student Grants

The SECA Board of Directors has created a matching grant program to support the attendance of student chapters and groups at the annual SECA conference.  SECA will match any funds raised by the student groups with a maximum of $1000 available to each student group if financially feasible.  The SECA Board of Directors will set the limits on the total amount available for these grants annually, and the Finance Commission will provide oversight of the grant award process.  (See Appendix A, pages 73-76, for a copy of the application.)  
Student groups that qualify for the grant will meet the following criteria and be certified as eligible by the SECA affiliate in the state in which they are located.

· The student group will be formally organized as a student chapter and recognized by the state affiliate.  

· The student group will be associated with an educational entity (high school, technical institute, college or university) and be recognized by the state affiliate as a legitimate state group.

Janie Humphries Student Leadership Development Fund 

This fund was created to promote student membership, support the growth and development of student groups and encourage emerging student leadership within our states.  The initiative is in honor of Dr. Janie Humphries of Louisiana, SECA President 2010-2011, who has worked tirelessly to support student groups in her state and the SECA region. (See Appendix B, pages 77-80, for application and criteria.)  
Friend of Children Award
This award is given at the annual conference to an individual who is a nationally recognized children’s advocate. Letters of Nomination are submitted by the state affiliates no later than May 1.  Letters of Nomination should clearly describe how the nominee meets the award criteria.  The recipient will be selected by vote of the SECA Board at the summer Board meeting.   Nominees should meet the following criteria:

· Have made a contribution nationally in the field of advocacy that supports children and families.

· Have made a contribution in fostering the professional growth and development of individuals working with young children and their families.

The recipient is not required to be a member of SECA.  (Posthumous awards may be awarded at the discretion of the SECA Board of Directors.) The award consists of complimentary conference registration and a custom framed art piece with name plate.
President’s Award

This award is presented at the annual conference to a state advocate and is selected by the state designated for that year.  The award consists of plaque and complimentary conference registration.
  Recipients should meet the following criteria:

· Have made contributions at the state level in the field of advocacy that supports children and families.

· Have made a contribution in fostering the professional growth and development of individuals working with young children and their families.  

The recipient is not required to be a member of SECA.  

President’s Award Rotation

	Designated State
	Deadline to submit recipient information 
	Conference 

	Mississippi
	August 1, 2021
	2022

	Oklahoma
	August 1, 2022
	2023

	South Carolina
	August 1, 2023
	2024

	Tennessee
	August 1, 2024
	2025

	Texas
	August 1, 2025
	2026

	Virginia
	August 1, 2026
	2027

	West Virginia
	August 1, 2027
	2028

	Alabama
	August 1, 2028
	2029

	Arkansas
	August 1, 2029
	2030

	Florida
	August 1, 2030
	2031

	Georgia
	August 1, 2031
	2032

	Kentucky
	August 1, 2032
	2033

	Louisiana
	August 1, 2033
	2034


Outstanding SECA Member Award
The Outstanding Member Award is presented each year by the SECA Board of Directors to recognize a SECA member who has contributed significantly to the organization.  Nominations are solicited by the SECA office from each state affiliate.  Letters of nomination from the state affiliate should indicate how award criteria are met by the individual being nominated.  A brief resume from the individual nominated should accompany the letter of nomination. SECA members currently serving on the Board of Directors are not eligible until after their term as a Board member concludes.  
The nominations are considered by the SECA Board of Directors at their summer meeting, and the recipient is selected by the Board.  Nominations considered at the annual meeting will include all nominations considered for the past three years.  Nominees for Outstanding SECA member should meet the following criteria:

· Have a record of service to the organization over a period of several years.  This record should include leadership roles within the organization.
· Demonstrate a commitment to the mission of the organization as evidenced through his/her personal and professional experiences.

· Have a record of service at the state affiliate level.

· Be recognized by his/her colleagues as a leader in the field of early childhood education through their service to children and families in the South.

· Be a current member of SECA.  

The recipient will receive complementary conference registration and be presented with a mint julep cup at the annual conference with the following inscription:
 Southern Early Childhood Association

(Year)

Outstanding Member Award

(Award Recipient’s Name)

Phil Acord Award

SECA has been very fortunate to have highly dedicated and passionate men who have supported the Association’s efforts in improving quality and advocating for young children throughout the South. SECA will now recognize each year a recipient of the Phil Acord Award, named in honor of an exemplary member of SECA who hails from Tennessee. 

This award was created in 2016 by the SECA Board of Directors in partnership with Kaplan Early Learning Company, which provided a generous donation to initially fund this scholarship for the recipient to attend the annual SECA conference. The award consists of a stipend, plaque and complimentary conference registration.
Each year all state affiliates may put forth a nomination if they so desire. Each should nominate someone by sending a letter to the SECA Board by July 1st stating their rationale for their nominee. The Board reviews the nominations and votes to select the winner based on the following criteria: 

· He should be known for his exemplary work in supporting and/or improving the quality of experiences provided to young children (birth through grade three) within the state. 

· He should exemplify excellent leadership by creating or developing a program, project, or activity that improves the educational opportunities of young children. 


· He should have made a contribution in fostering the professional growth and development of individuals working with young children and their families. 

· He should be recognized by others for being dedicated to achieving the desired results for young children and families. 

· The recipient is not required to be a member of SECA. 

The SECA board provided nominations for the first recipient by January 5, 2017 to expedite the process.  Thereafter, nominations were to be made by the procedure provided above.

Glenda Bean Scholarship Award

This scholarship will be awarded in honor of Glenda Bean of Arkansas who has served as SECA Executive Director from 1998 to 2017.  Before coming to SECA, Glenda was the Director of the Division of Child Care and Early Childhood Education for the state of Arkansas.  She has guided SECA through her excellence in governance and management throughout her time at SECA.  This scholarship consists of a stipend (set by the SECA Board of Directors), a plaque, and complimentary conference registration to aid in the recipient’s attendance at the SECA Annual Conference.

The individual who is chosen to receive this scholarship should:

· Be a current member of SECA

· Be a current or former employee or board member of a SECA state affiliate

· Be recognized for specific contributions to strengthening the management and/or governance structure of the affiliate

Letters of nomination for the award are accepted each year from state affiliates no later than May 1.  The recipient will be selected by a vote of the SECA board at its summer meeting.

SECA ELECTION POLICIES

PRESIDENT-ELECT NOMINATION PROCESS

1. Nominees for SECA President-Elect may be nominated by the following methods:

a. By state or local affiliates.

b. By individuals who are SECA members.

c. By individuals who wish to self-nominate.

2.  A written Letter of Nomination is to be submitted to the SECA Office by the deadline specified by the SECA Board of Directors.

3.  A written Letter of Interest is to be submitted by the person being nominated, indicating that if they are selected by the Nominating Committee as a candidate, they will be willing to run for the office of SECA President-Elect.  This letter is submitted to the SECA Office by the deadline specified by the SECA Board of Directors.

4. Individuals will be notified by the SECA Office that these requirements have been met and the information will be forwarded to the Nominating Committee.

5. Nominees will be asked to provide a resume or vitae by the date determined by the Nominating Committee if not previously provided with their letter of interest.  

6. Notice of acceptance of nominations for President-Elect will be published in SECA publications.

7. A deadline for submission of nominations that is acceptable to the SECA Nominating Committee will be set.

8. All nominations will be sent to the SECA office for consolidation and forwarded to the SECA Nominating Committee.

9. The SECA Nominating Committee will review the nominations and select nominees for interviews by the Committee.  The SECA Nominating Committee will conduct the candidate interviews.

10. The SECA office will notify nominees who have been accepted for interviews of the date, time and place that they are to interview with the Nominating Committee.  

PRESIDENT-ELECT ELECTION PROCESS

1. SECA will conduct voting through an on-line voting system that will ensure the integrity of the election system through verification of one vote per member and consolidation of voting records by state as required by Article VIII of the SECA By-Laws.  Members will be notified of the availability of the on-line voting system by e-mail.  Members who do not have a verifiable e-mail address within the SECA membership system will be mailed notice of the availability of the voting system.  The on-line system will include a check-off to be marked by the member, designating their state membership or non-affiliate membership.  Members may request a paper ballot from the SECA office and, upon verification by the SECA office of membership and current voting status, a paper ballot will be mailed to the member.  

2. The on-line system will compile the election results according to the following standards:

· Ballots will be segregated by the membership category checked on the ballot.  If no membership category is marked, the ballot will be counted as a non-affiliate ballot.

· Tallies for each state will be provided to the SECA office.

· The majority vote in each state will constitute that state’s vote for President-Elect.

· The SECA President will notify the state affiliate president and state affiliate representative of the election results for their state.

· The State Affiliate Representative will formally cast that state’s vote (based upon the majority vote) for the candidate.

· Members-at-Large of the SECA Board of Directors will represent the non-affiliate members and cast one vote on behalf of those members.

· The President will vote only in the case of a tie.  The Immediate Past-President will not vote.

3. The outcome of the election will be announced in the next available SECA publication.  

Election Process Timeline

	Activity
	Timeframe
	Responsible Party

	Nominations Solicited
	Last quarter  of year prior to election year  (October/November)
	SECA office

	Nominating Committee
	Last quarter of year prior to election year (December) 
	The sitting President forms this Committee per policy in the last quarter or his/her term as President.  

	Nominating Committee receives, reviews and vets nominations
	January of election year
	SECA Immediate Past-President chairs 

	Nominating Committee selects 2 or more nominees to present to SECA Board of Directors for consideration
	Early January of election year
	SECA Immediate-Past President 

	SECA Board receives recommendations from Nominating Committee via e-mail
	Election year/Mid-January 
	SECA Immediate-Past President                          SECA Office



	Certified candidates notified of selection
	Election year/Mid-January 
	SECA Immediate-Past President                          SECA Office

	Candidates presented at annual conference information published for membership
	Election year/February/March 
	SECA President 
SECA Immediate Past-President

	Candidate information and videos available to membership through SECA publication and website 
	Election year/February-August 
	SECA Office

	Ballot issued/on-line voting 
	Election year/ August-September
	SECA office

	Ballots received and counted
	Election year/October 1st 
	On-line voting system

	Election results announced
	Election year/October 15th 
	SECA President


CAMPAIGN POLICY

The Board of Directors of the Southern Early Childhood Association seeks to promote leadership opportunities and to ensure that capable and qualified leaders are elected to serve as President of SECA.  SECA campaign policy is designed to ensure equitable, fair campaigns for President-Elect and to support the efforts of all states to provide leadership for the Association.

· Candidates for SECA President-Elect may use only official statements as they appear in SECA publications.

· State affiliates may publish information about candidates in their newsletters; however, information on all candidates must be included, and the article must be approved prior to publication by the SECA office.  Additionally, candidates may be invited to submit articles on early childhood subject areas for state newsletters; however, articles from all candidates must appear in the same newsletter issue.

· Information on the candidates may be distributed at the state/local affiliate meetings; however, information on all candidates must be provided.

· Candidates for SECA President-Elect will sign a statement of intent affirming their agreement to abide by campaign guidelines.  

AFFILIATION POLICIES

Any statewide association organized primarily to further a purpose compatible with that of SECA may become an affiliate upon completion of the affiliation procedure. Each member of the affiliate association may be a member of SECA.  

AFFILIATION PROCEDURE 

Any group of individuals residing in a non-SECA affiliated southern state may become a SECA affiliate upon completion of the following: 

1. The group must submit a letter of intent to the SECA office for review. The letter must contain:

a. A statement of intent to become a SECA State Affiliate 

b. The purpose of the organization and its alignment with SECA’s mission and vision 

c. A proposed timeline for creation of the affiliate, including the date of an initial formal membership meeting 

d. The signatures of the founding members of the organization. 

2. The Executive Director or designee will submit the letter to the Executive Committee for their review. 

3. If the Executive Committee accepts the letter of intent, the group must complete a formal Affiliation Application. (See Appendix D, pages 85-86, for a copy of the application.) 

4. The complete application will be viewed by the Executive Committee. If approved, the application will be presented to the Board of Directors for acceptance. 

5. The Executive Director or designee will notify the group and advise them to elect a SECA Representative to serve on the Board of Directors. Date of representation begins at the next Board meeting following notice of acceptance. 

6. The Executive Director or designee will assist the state affiliate in securing members and developing membership services. 

7. The association will receive recognition of affiliation at the next annual SECA conference business meeting. 

AFFILIATE OPERATIONS

These policies are designed to ensure the effective operation of affiliates and compliance with all federal, state and local regulations.  

Corporate Documents

1.  The Affiliate maintains current and legible copies of the:

a. Articles of incorporation

b. Bylaws

c. Federal tax recognition letter (or copy of national organization’s letter if covered by a Group Exemption

d. Copies of the required tax filing forms (generally 990) for the past three years.

Copies of these documents are provided to the SECA office for inclusion in the permanent affiliate files.  

2. The Affiliate ensures that all filings (IRS, Secretary of State, etc.) are current and no fees are owed.  

Board Meetings & Minutes  

1.  The Board of Directors holds regularly scheduled board meetings during the year and notices of those meetings are provided to the membership.  Meetings are held in compliance with applicable state laws about how meetings must be conducted.  

2. The Affiliate hosts an annual business meeting that is open to membership.  

3. Minutes of all meetings are approved by the Board of Directors and maintained permanently.

4. The Affiliate maintains a current list of members of the Board of Directors and transmits that list to the SECA office upon any change in membership or annually as new leadership is elected.

5. Board meetings are conducted within the rules of parliamentary procedure.  

Elections & Appointments

1.  Elections are conducted as required to fill Board positions that are designated as “elected positions” and conducted according to the Affiliate by-laws.    

2.  Appointments are made for positions that are designated at the discretion of the President by the Affiliate By-laws.  

Record Retention

1. The Affiliate has a defined plan to ensure that records are retained as required by state or federal law. 

2. Financial records are maintained for three-five (3-5) years before destruction.   Any records that may be subject to an additional audit or review should be maintained until that audit or review is conducted.  

3. Personnel records should be maintained for at least one (1) year beyond termination or resignation.   Payroll tax records should be maintained for four (4) years.  

4. Membership databases should be maintained for at least five (5) years in order to support member retention efforts.  

Financial Management

1. The Affiliate will produce an annual budget.  The budget is approved by the Affiliate Board of Directors prior to the beginning of the next fiscal year.  The budget should include:

a) Operational costs such as rent, phone, utilities, Internet service, etc. if the Affiliate retains an office

2.  The Affiliate Board of Directors, Executive Committee, or Finance Committee will review monthly financial reports.  

3. The Affiliate should conduct an annual financial review/audit 

4. The Affiliate policies and procedures should include financial policies that address the following:

a. Financial systems  and accounting practices

b. Reporting and oversight

c. Bonding/insurance requirements 
d. Investment policies 
REMOVAL OF AFFILIATION 

Affiliates must maintain a minimum of 50 members in order to maintain affiliate status with SECA.  

If an existing state affiliate does not meet the criteria for affiliation, the SECA Board will allow that affiliate one year to meet affiliation criteria. Formal notice will be provided by the Board to the affiliate with notice of a date by which the criteria must be met or formal affiliation status with SECA will be rescinded upon a vote of the Board of Directors

SECA CONFERENCE POLICIES

PRIMARY PURPOSES

To provide the membership with opportunities for:

· Participation in educational experiences that serve their varied professional needs and interests.

· Introduction to national leaders in the field of early childhood and the newest in early childhood educational philosophy and practice.

· Networking and problem solving with colleagues.

To provide the state leadership with opportunities for:

· Networking and problem solving with leaders 

· Introduction to major public policy issues in the field.

· Access to information about SECA and its goals and objectives.

· Assistance to the Association in defining goals and objectives to better serve the membership.

SELECTION OF CONFERENCE SITES

1. The SECA Board of Directors will be responsible for selection of conference sites.  This selection should occur in a timely fashion that provides the best negotiating position for the Association and should be based upon the following criteria:

· Location and appropriateness of meeting facilities at the site.

· Incentives and negotiated rates at the proposed conference location.

· Affordability in housing and travel for conference attendees.

· Rotation among the sites geographically to afford access to all members approximately every 3 years.  

2. The Executive Director or designee and/or Board members will conduct site visits prior to recommending a site to ensure its appropriateness for a SECA conference.  This recommendation will be presented to the SECA Board for consideration.

3. Upon approval by the Board of Directors of the proposed conference site, the Executive Director or designee is authorized to enter into any final negotiations and to execute the contract.

SELECTION OF KEYNOTE AND FEATURED SPEAKERS

The SECA Executive Committee authorizes the contracting of keynote speakers based upon input from the Board and the recommendation of the Executive Director or designee.  

Keynote speakers are selected on the basis of his/her knowledge of the field, presentation ability, and cost.  At least one of the keynote speakers should be a nationally recognized expert in a field related to children and families.  Consideration should be given to diversity and ethnicity of speakers in addition to any particular heritage of the conference location.  
All keynote and featured speakers will be under contract to the Association to provide the service.  

BUDGET

The conference budget will be included each year in the Association budget that is adopted by the SECA Board of Directors.  

All activities that impact conference expenditures will be approved by the Executive Director or designee within the context of the Financial Policies and Procedures of the Association.

A final report of conference revenues and expenditures will be provided to the Executive Committee and the Board of Directors. 
CONFERENCE COORDINATORS AND MANAGEMENT
The SECA Executive Director or designee may employ short-term contractors to assist with the implementation and on-site management of the conference.  The Executive Committee will review any proposed management contract and authorize the Executive Director or designee to execute or renegotiate the contract. The extent of the contract and number of contractors will be dependent upon the staffing levels at SECA each year.

The SECA Association Budget will include the contractual fees for conference management.  

STATE AFFILIATE PARTICIPATION

SECA will extend an invitation to the affiliate in the state in which the conference is being held to serve in the role of hospitality volunteers during the conference.  (If the state affiliate declines to participate, SECA will extend the invitation to an affiliate in a state that is in close proximity to the conference site.)  SECA will work with the volunteer chairperson to schedule volunteers to ensure that enough volunteers are present to accommodate the meeting participants.  SECA will provide complimentary registration to a maximum of 20 volunteers as designated by the state affiliate.

The state affiliate will also be offered a revenue producing opportunity at the SECA conference.  This opportunity may include one or both of the following:

1. Educational/fun tours as a pre-conference function

2. A special event

The state affiliate may charge reasonable fees for either or both of these options, and the revenue produced through conference registration for those events will be remitted to the state affiliate within 30 days of the conclusion of the conference.  The state affiliate will assume all financial liability for the production of the events.  SECA will publicize the events through conference registration materials, provide space in the conference venue for the event, if appropriate, and collect and disburse all revenue produced by the events.  

SECA reserves the right to decline the proposal from the state affiliate if it is felt that the proposed event does not fit within the context of the annual conference.  

BOARD PARTICIPATION

Each member of the SECA Board of Directors is expected to attend all events of the conference as scheduled by the SECA President and office.  All Board members are required to work and assist with conference duties. 
Board members will be provided with a single room during the conference to recognize the time and commitment he/she has made to the annual conference.  Board members may choose to allow a state affiliate representative to stay with them without charge to the affiliate.  

All authorized Board expenses (travel, housing, transportation, parking, etc.) will be covered by the Association in accordance with policies stated on the reimbursement form.  Housing will be arranged by the SECA office.  Travel will be arranged by the Board member and the office will reimburse the cost of travel upon submission of a travel document that lists the proposed itinerary and fees associated with that itinerary.  For those who are driving, travel reimbursement is limited to actual costs at the rate specified in the SECA policies, up to a maximum of the cost of a coach airfare ticket to the conference site. Meals provided by the SECA office during the conference are not eligible for reimbursement.  (See Appendix C, pages 81-84 for additional information.) 
REVIEW OF CONFERENCE PROPOSALS

The SECA Board of Directors will designate a group of individuals (Board Commission, ad hoc committee, etc.) to review and assess the conference proposals submitted for consideration.  

A Call for Proposals will be issued approximately nine (9) months in advance of the conference in issue #1 of Dimensions of Early Childhood.   It will also be posted on the SECA website and included in other SECA on-line publications as appropriate.  A deadline for proposal submission will be included in the Call for Proposals.

Copies of the proposals will be forwarded to the designated reviewers and recommendations will be summarized by the SECA office.  Final decisions concerning the acceptance or declination of proposals and scheduling will be made by the SECA office.   All persons submitting proposals will be notified by the SECA office of the status of their proposal.

SECA SUMMIT

The SECA Leadership Commission will plan and implement a SECA Summit each year that is designed to provide an opportunity for affiliate leadership to come together to share input with the SECA Board regarding objectives and goals of the Association.  It will also provide time for networking among the leadership and the SECA Board.    

SECA BUSINESS MEETING

The Association will hold its annual meeting each year at the annual conference.  The agenda for the meeting will include:

· A review of the minutes of the previous year’s Business meeting.

· A financial report.

· An annual report from the Executive Director or designee.

· Consideration of any business put before the group, including by-laws changes.

· Recognition of individuals, as appropriate

CONFERENCE SCHEDULING

SECA reserves the right to schedule presenters to ensure balance and content in each designated session.  Presenters may request to reschedule; however, SECA’s ability to change the schedule is not guaranteed.  If acceptable accommodations cannot be made, SECA will offer to cancel the session at the request of the presenter.

The conference schedule should be balanced to provide opportunities for all types of early childhood professionals to participate fully.  

Commission materials and space needed at conference must be confirmed with the Executive Director or designee no later than August 1st of each year prior to the conference.  

RECOGNITION OF STATE AFFILIATES
During the opening general session of the conference, SECA will recognize its state affiliates with a slide show.  The President of each state affiliate will be asked to present his/her state flag on the stage to recognize the state affiliate.

This event will be coordinated by the SECA office.  

GENERAL SESSION AGENDAS

The SECA President, in conjunction with the SECA Executive Director or designee, will develop the general session agendas.  These agendas will include the presentation of SECA awards, recognition of individuals and introduction of the keynote speakers.  The SECA office will notify all individuals prior to the conference of their participation in a general session.

SILENT AUCTION

The SECA President will appoint a chair of the Silent Auction each year. Each state affiliate will be asked to donate items for the auction.

The proceeds of the Silent Auction will fund the Janie Humphries Student Leadership Development Fund.  States can apply for no more than $250 annually to be used to enhance student membership, leadership and/or seed money to start a student group.  (See Appendix B, pages 77-80, for a copy of the application.)   
The SECA Fiscal Officer will participate in the final accounting of the proceeds of the auction. 

INSURANCE

SECA will ensure that event liability in the amount of $1,000,000 is available each year for annual conference.  Insured amount should be in agreement with the venue location for the annual conference. Event cancellation insurance may be purchased, if appropriate.  

COMPLIMENTARY CONFERENCE REGISTRATION

Complimentary conference registration will be provided to the following:

· SECA Board of Directors

· State affiliate hospitality committee (maximum of 20 volunteers)

· Members of the SECA Editorial Committee

· Keynoters, award recipients and special guests

CONFERENCE PRESENTER REGISTRATION

Conference presenters receive a reduced registration in appreciation for their important contribution to the conference.  Registration discounts will be posted on the yearly Call for Proposals form.
SECA PUBLISHING

With the development of technology that expands the scope and reach of SECA Publishing, standards have been developed to guide the design and publication of SECA publications.    

Dimensions of Early Childhood

Dimensions of Early Childhood is a peer-reviewed, refereed journal that has been and will continue to be an avenue for publication by both academic faculty and others who are interested in producing manuscripts for publication.  The journal is produced in APA style and is suitable for academic use.  The peer review process is maintained by an editor and manuscripts are selected based upon their suitability for the SECA membership and their contribution to the enhancement of the field of knowledge in early childhood education.  The production of Dimensions of Early Childhood is guided by the SECA Editorial Committee.  

SECA Books

SECA Publishing reviews and accepts manuscripts to publish professional books that contribute to the field of early childhood education.  SECA books are designed to be practitioner/user friendly publications that utilize the latest in early childhood research and make it accessible to the practitioner.  SECA books will be published in APA style.  The development of SECA books is guided by the SECA Board of Directors and the SECA Editorial Committee.  

Other SECA Publications

As technology has advanced, the ability of the SECA office to produce on-line newsletters and other communication tools has been enhanced and those resources have increased dramatically.  As of October 2022, on-line newsletters and communication opportunities include:

· Monthly Informational E-mails

· Leadership resources, such as Board Training Kits 
· Provider resources such as informational flyers for parents and staff

These resources and newsletters are designed according to the Associated Press Style Guide, which reflects the latest in both language and terminology and is updated annually.  

FINANCIAL POLICIES

LEGAL AND TAX STATUS

The Southern Early Childhood Association (SECA) is classified by the Internal Revenue Service as a nonprofit organization under section 501(c)(3) of the Internal Revenue Code and has been assigned the employer identification number BQ 57-6031854.  SECA has also filed the 501(h) election that allows the organization to spend money on grassroots and direct lobbying as specified by IRS guidelines.  SECA is authorized to include state affiliate organizations under a 501(c)(3) group exemption.  Each SECA state affiliate has a separate identification number, which is on file in the SECA Office and within each state.

SECA was originally incorporated as a nonprofit corporation in the Commonwealth of Kentucky as the Southern Association on Children Under Six and has operated in the State of Arkansas as a foreign nonprofit corporation. Due to a name change, the organization now is certified in Kentucky under its original name and in Arkansas under its new name, the Southern Early Childhood Association.

FISCAL YEAR

SECA’s fiscal year begins July 1 and ends June 30.  At the summer Board meeting, the Board approves the annual budget for the next year, which becomes effective July 1, the beginning of the fiscal year.

ACCOUNTING SYSTEM

SECA prepares its financial statements on an accrual system.  Financial statements are provided to the SECA Finance Commission monthly. Financial statements are also available monthly on the secure board resource page of the SECA website. An audit is conducted annually by an independent certified public accountant.  

AUTHORITY

The Commission on Finance is the SECA entity, with input provided by appropriate working groups and the staff, that is to review and advise the SECA Board of Directors on matters relative to present and future financial affairs of the Association.  The President and/or Executive Director or designee or the Board’s designee are authorized to sign all contracts on behalf of SECA.

PROPERTY CONTROL

All SECA property will be treated as an asset, properly recorded on the SECA inventory, and insured, as appropriate.

CASH CONTROL AND DISBURSEMENTS

Checks require one (1) signature:

 The following personnel are authorized to sign checks:


Executive Director or designee

President


Fiscal Officer

Any person authorized to sign checks, transfer SECA funds, or in any way handle SECA monies must be bonded and covered under the Board of Director’s insurance policy.

In order to assure fiduciary oversight of SECA accounts, a list of all checks to be issued on SECA accounts will be forwarded to the President or Fiscal Officer for review and approval prior to the issuance of checks by the Association.
PURCHASING

Three (3) written bids are required on any purchase of $2,000.00, unless it is deemed to be a sole source item. Staff or other designated buyers are encouraged to request bids for every purchase, whenever feasible. Cost, quality, and other criteria should be considered in accepting or rejecting bids. The Executive Director or designee will authorize purchases based on budget constraints as approved by the Board of Directors.  
The Executive Director or designee will approve the selection of printers prior to bids being solicited or awarded. Printing services are subject to the same procedure as all other purchasing. When developing specifications for publications and other printed material, various printers and/or print brokers will be consulted for advice, information, and bids. Once a printer is awarded a job (for example Dimensions) they may print that job for one year at which time the job will be re-bid accordingly. While emphasizing economy, the Executive Director or designee will also consider demonstrated quality of bidder’s work and other variables when evaluating both formal and informal bids.

All expenditures of the Executive Board, except for travel within regular budgeted duties, must be approved by the Finance Commission in advance.  

INVESTMENT POLICY (3/19/2002)

OBJECTIVE
To maintain and grow the assets of the Southern Early Childhood Association over time with a low level of risk.

RETURN OBJECTIVE
Capital Preservation: Preservation of capital is the single most important concern.  In exchange for very high liquidity and essentially no risk of principal loss, acceptable investment returns may be very low.  Return target is 3% to 5% over time.  



RISK TOLERANCE
A low level of risk can be assumed.  Diversification should be pursued in asset mix.    

CONSTRAINTS
Liquidity:  Significant liquidity should be maintained.  Ongoing contributions are expected, but not guaranteed. 

Time Horizon:  A 3-5 year time horizon is appropriate.  At the conclusion of 3 years, a complete review of the investment portfolio and return objectives should be conducted to determine if more risk can be assumed and the time horizon extended.

Tax Considerations:  The Southern Early Childhood Association qualifies as a 501-c3 tax-exempt entity under the IRS code.  

OPERATIONAL FUNDS

Excess funds in the SECA operational checking account are invested monthly in an operational money market account until needed for SECA operations.

RESERVE FUNDS

An amount equal to 6 months operating funds for SECA is maintained in an investment account at all times to be used only if an emergency threatens the operation of the Association. Interest is placed in the operational money market account or allocated by vote of the Board of Directors to projects that support the mission of the Southern Early Childhood Association upon maturity of the invested principal.

RESTRICTED FUNDS

Restricted funds are established by the SECA Board of Directors and are designated to be used for certain purposes.  All funds donated to these restricted funds are to be invested according to the SECA investment policy, under direction of the SECA Board of Directors.  Donations made for the specific fund are to be earmarked for that particular fund.  Any monies received over and above the funds needed for the annual disbursements listed below are to be invested as principal in the designated fund

Helen Harley Memorial Fund

The Association will budget annually three scholarships to attend the annual conference as funding allows. These scholarships will be awarded as Helen Harley Memorial Fund Scholarships.

Marian B. Hamilton Memorial Fund

The Association will budget annually three awards as funding allows, which will be designated as the Marian B. Hamilton Memorial Fund award to leadership development projects.                                                

Rich Scofield Memorial Fund  

The Association will budget annually one scholarship to attend the annual conference as funding allows.  This scholarship is designated for a person working with school-age children.   

Silent Auction

The proceeds from the Silent Auction will be applied to the Janie Humphries Student Leadership Development Fund. 

BUDGET

· The SECA Board of Directors will annually review and approve a budget for the next fiscal year.  This budget will be prepared by the SECA Executive Director or designee, in consultation with the Fiscal Officer, and will be presented to the SECA Board of Directors at the summer Board meeting.
· In the event that money is awarded by a foundation or a state or federal agency for a specific project, a separate budget in accordance with agency or foundation guidelines or regulations will be maintained in the SECA Office and reflected on monthly financial statements.

· The Executive Director or designee will have 10% flexibility within category line items of the approved budget.  Expenses that exceed 10% of the approved line item will require approval by the SECA Executive Committee.  

TRAVEL

· Disbursements are made upon receipt of completed and verified expense reimbursement requests. Requests for reimbursement must be received in the SECA Office within thirty (30) days following the incurred expense.

· SECA authorizes coach airfare only.

· Board members who choose to drive to a SECA meeting are eligible for expense reimbursement at the current federal reimbursement rate for ground travel.  Reimbursement will be provided up to a maximum of the cost of coach airfare and a copy of a proposed air itinerary with ticket price must be submitted with the request for reimbursement.  

· Expenses approved by SECA for Board meetings include travel, airport parking, and hotel room (double occupancy encouraged), tips, baggage handling, and per diem. SECA will pay bag handling charges for one checked bag.  Airline charges for a second or additional bag will be the responsibility of the Board member and/or staff.  (See Appendix C, pages 81-84, for a copy of the expense form and guide.)  
· Per diem is considered to be a food allotment. Per diem follows the federal reimbursement rate with a cap of $75. Meals are reimbursed based upon the receipt(s) submitted. Cost of group meals paid by SECA will be deducted from per diem. ($15 breakfast/$20 lunch/$40 dinner). 

SECA President, President-Elect or Immediate Past President

The SECA President, President-Elect or Immediate Past President are required to represent the Association during his/her term of office and will travel to many of the SECA state affiliate events during that term.  All reasonable expenses associated with this travel will be reimbursed by the Association in accordance with budget and/or approval of the Board.   These Board members will be issued an Association credit card to utilize while traveling as the official SECA representative.

SECA Staff

Expenses reimbursed by SECA are expenses for conducting SECA business, which is directly related to the staff member’s specific job assignment or as assigned by the Executive Director or designee for a specific work assignment, including travel, airport parking, hotel room, baggage handling.  Receipts are required for all expenses and items purchased other than mileage reimbursement. Hotel should be reserved with good stewardship in mind. Ground travel shall be paid at the current federal reimbursement rate.  The SECA Executive Director or designee will be issued an Association credit card to utilize during this travel.

Regular staff travel may be approved by the Executive Director or designee.  In town travel within budget guidelines does not need approval prior to travel.

LEASING OF MEMBERSHIP LISTS

Membership lists may be leased with the approval of the Executive Director or designee.  SECA membership lists that are leased may not be sold, given or otherwise released to any other company or organization.  Membership lists may be utilized only for the single mailing approved by the Executive Director or designee.
PERSONNEL POLICIES

The Southern Early Childhood Association is a professional association that encompasses a 14 state region in the South. The Association has as its mission to:

· Enhance the quality of young children’s lives through developmentally based early childhood care and education;

· Support families in their roles of providing developmentally based care and education to their children;

· Foster the professional growth and status of individuals working with young children and their families;

· Increase public understanding and support for policies and programs which ensure developmentally based services to young children and their families; and

· Provide leadership and support to individuals throughout the SECA states.

NOTICE

The policies in this section are to be considered as guidelines. The Executive Director or designee, after consultation with the SECA President and/or the Executive Committee of the SECA Board, may change, delete, suspend or discontinue any part or parts of the policies in this manual at any time without prior notice to employees. Any such action shall apply to existing as well as future employees with continued employment being the consideration between the employer and employee. Employees may not accrue eligibility for monetary benefits that they have not earned through actual time spent at work. Employees shall not accrue eligibility for any benefits, rights, or privileges beyond the last day worked.  No statement or promise by a supervisor or manager may be interpreted as a change in policy nor will it constitute an agreement with an employee.

Should any provision in this section be found to be unenforceable and invalid, such finding does not invalidate all personnel policies, but only the subject provision.

The SECA Board recognizes that:

· The quality and quantity of human resources employed by an organization directly affect the attainment of the organization’s goals;

· The organization’s emphasis upon individual achievement and effort is conducive to goal performance;

· The organization is more likely to be effective if the conditions and climate of work are both stimulating and satisfying to personnel;

· The Board has a responsibility to establish personnel policies which reflect the organization’s intended behavior relative to its human resources; and

· Teamwork and cooperation are essential to the effective functioning of the Association.

GOVERNANCE STRUCTURE


The Board of Directors shall exercise general supervision of the Association, transact business, and implement the purposes of the Association.  


The President is responsible for providing leadership in the planning and implementation of programs and initiatives which enhance the goals of SECA and reports directly to the Board of Directors.


The Executive Director or designee is responsible for implementation and enforcement of policy and the development of procedures to carry out policy at the direction of the Board of Directors via the President.  A copy of the Executive Director or designee’s employment contract is available in the SECA office.


All staff work under the policy authority of the Board of Directors. The Executive Director or designee shall delegate authority and responsibility to employees to perform specific functions.

EXECUTIVE DIRECTOR OR DESIGNEE JOB DESCRIPTION

General Responsibilities:  

· Work cooperatively with board and staff to fulfill the mission of the association.

· Lead in a manner that supports and guides the organization’s mission as defined by the board of directors.

· Communicate effectively with the board and provide all information necessary for the board to function effectively.

· Implement programs to carry out SECA’s mission.

· Lead strategic planning to ensure that SECA successfully fulfills its mission into the future.

· Communicate with other professional, civic, and private organizations to enhance SECA’s image and visibility in the early childhood community.

· Analyze trends and make recommendations to the board of directors regarding best ways to serve the early childhood community.

· Monitor legislation/public policy related to early childhood field and advise board of directors and members regarding appropriate action.

Organization Operations:  

· Oversees and implements resources to ensure that the operations of the association are appropriate.

· Responsible for effective administration/management of SECA operations.

· Responsible for hiring and retention of qualified staff.

· Responsible for negotiating and signing all notes, agreements, and other instruments made and entered into on behalf of the organization as directed by the board of directors.

· Responsible for planning and managing the SECA annual conference in cooperation with the board of directors and staff.

· Maintain all membership records and services along with membership benefits.

Budget and Finance:  

· Oversees and develops resources sufficient to ensure the financial health of the association.  

· Submit monthly financial statements and proposed annual budget to the board of directors which accurately reflect the financial condition of the association.

· Provide fiscal management that anticipates operating within the approved budget, ensures maximum resource utilization and maintenance of the association in a positive financial position.

· Engage in fund raising and developing other resources necessary to support SECA’s mission.

Position Experience/Qualifications:
· Minimum qualifications: bachelor’s degree in public administration, early childhood, or related field, with three or more years of operational management experience; evidence of strong organizational abilities including planning, delegating, and task facilitation; evidence of strong written and oral communication skills with staff, board, volunteers, donors and others. 

· Demonstrated knowledge of fund raising strategies, donor relations, and compliance laws unique to the non-profit sector is highly desirable.

NON-DISCRIMINATION


It is the policy of the Southern Early Childhood Association to maintain a working environment free of all forms of unlawful discrimination. In recognition of the importance of good employee relations, all applicants are extended an equal opportunity to gain employment and all employees are extended an equal opportunity to progress in their field of endeavor.


Any individual, whether an employee or applicant for employment, who believes that he or she has been discriminated against unlawfully, should bring any complaint to the Executive Director or designee. If the complaint is lodged against the Executive Director or designee, the SECA President will be notified of the complaint. Complaints may be lodged in writing or in person. Persons who file complaints will be advised, as is appropriate, regarding any investigation, action or resolution of the problem.


SECA will not tolerate any form of discrimination and will take appropriate disciplinary action, including possible termination, of any person determined to have engaged in unlawful conduct under this policy.


SECA will not retaliate nor discriminate against any employee or applicant because he or she has opposed any unlawful employment practice or filed a charge of employment discrimination, testified, assisted, or participated in any manner in an investigation, proceeding, or hearing related to employment practices.

EQUAL OPPORTUNITY


SECA affords equal opportunity to all employees and prospective employees without regard to race, color, sex, religion, age, marital status, disability, veteran status or national origin in the following employment practices:  recruitment, hiring, placement, transfer, promotion, demotion, selection for training, layoff, termination, determination of service, rate of pay, benefit plans, compensation, and other personnel activities.

DISABILITY


SECA will not discriminate against any employee or applicant for employment because of disability in regard to any position for which the employee or applicant for employment is qualified.

SEXUAL HARRASSMENT


In order to provide a productive and pleasant working environment, it is important that SECA endeavors to maintain a workplace characterized by mutual respect.  Accordingly, sexual harassment in our workplace will not be tolerated.


Sexual harassment has been defined as a form of sex discrimination, consisting of unwanted sexual advances. SECA will endeavor to protect employees, to the extent possible, from reported harassment by non-employees such as from customers, vendors or other parties who have workplace contact with our employees.


An employee who feels that he or she has been sexually harassed is strongly urged to bring the subject to the attention of the Executive Director or designee. Any investigation will be conducted in as confidential a manner as is compatible with a thorough investigation of the complaint.

DRUG FREE WORKPLACE


It is the intent and obligation of SECA to provide a drug-free, healthful and safe work environment. Employees are expected and required to report to work on time and in appropriate mental and physical condition for work.


The unlawful manufacture, distribution, possession or use of a controlled substance on the SECA premises or while conducting the Association’s business off its premises is absolutely prohibited.


Employees must report any conviction under a criminal drug statute for violations occurring on or off the premises of the SECA office while conducting company business. A report of a conviction must be made within seven (7) days after the conviction.


Violations of this policy will result in disciplinary action, up to and including termination. SECA recognizes drug dependency as an illness and a major health problem. Conscientious efforts to seek treatment for drug dependency will not jeopardize any employee’s job.

PERSONNEL FILE


The task of handling personnel records and related personnel administration functions at SECA is the sole responsibility of the Executive Director or designee. Questions regarding insurance, wages, and interpretation of policies may be directed to the Executive Director or designee.

The personnel file will include the following documents:

· Job application

· W-4 tax form

· I-9 IRS form-certification of citizenship

· Employment letter/contract

· Emergency notification form

· Receipt of handbook form

· Drug free workplace certification form

· Performance standards for each rating period

· Annual performance evaluation

HIRING


It is the policy of the Association to fill positions with the best-qualified candidates. All decisions regarding the recruitment, selection, and placement of employees are made on the basis of job-related criteria. The accuracy of all information given on employment applications or during interviews may be verified. Providing false information may be grounds for not hiring or for dismissal after employment.

ORIENTATION


The immediate supervisor will induct newly hired staff. Each employee shall receive a copy of the employee handbook and a position guide.

PERSONNEL CLASSIFICATIONS


At the time an employee is hired, the employee is classified as full-time, part-time, or temporary and is also notified whether they are to be considered an “exempt” or “non-exempt” employee.


Exempt employees are managers, executives, professional staff, technical staff, outside sales representatives, officers, directors, owners and others whose duties and responsibilities allow them to be “exempt” from overtime pay provisions as provided by the Federal Fair Labor Standards Act (FLSA) and any applicable state laws. If the employee is classified as an exempt employee, they will be advised that they are in this classification at the time he/she is hired, transferred, or promoted. If the employee is a non-exempt employee, he/she will be notified of his/her eligibility for overtime pay at the time of hire in accordance with the FLSA.

Full Time Employee – An employee who works at least 35 hours per week is considered a full time employee. Full time employees are eligible for SECA employee benefits.

Part Time Employee – An employee who works 20-30 hours per week is considered a part time employee. Part time employees are not eligible for SECA employee benefits.

Temporary Employee – An employee who is hired for a specific period of time or for the completion of a specific project is considered a temporary employee. Temporary employees are not eligible for SECA employee benefits. Temporary employees will be hired at an hourly rate negotiated at the beginning of the employment period.

PROBATIONARY EMPLOYMENT PERIOD


The first ninety (90) days of employment at SECA are considered a probationary employment period and during that period the employee will accrue benefits as described in these policies unless otherwise required by law. The probationary period will be a time for getting to know the tasks involved in the job, as well as becoming familiar with SECA’s products and services.


The probationary period is a trial period for the employee. At any time during the ninety (90) day probationary period, the employee may resign without any detriment to his/her record. If, during this period, the employee’s work habits, attitude, attendance and performance do not measure up to SECA standards, the employee may be released. The probationary period may be extended beyond ninety (90) days at the discretion of the Executive Director or designee if exceptional circumstances warrant the extension.


At the end of the probationary period, the Executive Director or designee will discuss job performance with the employee. If the probationary period has been satisfactory, the Executive Director or designee will extend an offer of employment. At this time, the performance standards set for the position will be reviewed by both the Executive Director or designee and the employee and agreed to for the next rating period.

ANNIVERSARY DATE


The first day the employee reports to work is the “official” anniversary date with SECA. The anniversary date is used to compute various benefits described in these policies.

AT WILL EMPLOYMENT


All employment and compensation with SECA is “at will”.

EMPLOYEE BENEFITS


SECA provides the following benefits to full time employees:

· Health Insurance

· Dental Insurance

· Retirement contribution

All applicable federal and state employer requirements such as Social Security, Worker’s Compensation, and Unemployment Insurance are provided to all employees.

INCENTIVE BONUSES


SECA provides merit increases and/or bonuses dependent on employee performance, the availability of funds, and the recommendation of the Executive Director or designee and/or the Executive Committee, with final approval by the Board.

SECA RETIREMENT PROGRAM

SECA has established a program to assist employees in building retirement savings and offers under this program:

· Monthly employer contribution.

· Voluntary employee contribution.

The retirement plan is established as a SEP IRA and the employee may supplement the employer contribution in an amount not to exceed the annual maximum allowed contribution as determined by federal law.  SECA will payroll deduct and forward any employee contributions to the retirement plan.

An employee is eligible for participation in the SECA retirement program after 12 months of employment with SECA. Immediately following the first year of employment, SECA will begin the contribution on a monthly basis according to the following schedule:

· During the second year of employment, SECA will contribute 4% of gross salary to the plan in the name of the employee.

· During subsequent years of employment, SECA will contribute 6% of gross salary to the plan in the name of the employee.

Contributions to the plan are immediately vested and become the sole property of the employee.  SECA retains no control of contributions, and the employee maintains complete ownership of any funds invested under the plan. The employee controls all investment decisions under the plan. (3/02)

HOLIDAYS

SECA grants employees the following 13 days in recognition of holidays:

Christmas Eve

Christmas Day

New Year’s Eve

New Year’s Day

Martin Luther King, Jr.’s Birthday

President’s Day

Veteran’s Day

Memorial Day

Independence Day

Labor Day

Thanksgiving Day and that following Friday

Juneteenth

Employee’s Birthday

If holidays fall on a Saturday and/or Sunday, the SECA staff may take Friday and/or Monday for holidays at the discretion of the Executive Director or designee.

ANNUAL LEAVE
Employees who work in a regular full-time position accrue annual leave as indicated in the following schedule:

Year of Employment



Monthly

Annually

Through 5 years



6 2/3 hours

80 hours

5 – 10 years




10 hours

120 hours

10 – 20 years




13 1/3 hours

160 hours

After 20 years




16 2/3 hours 

200 hours

Regular part-time employees earn annual leave at ½ the above schedule. Annual leave is cumulative; however, no employee may accumulate more than 160 hours.

Accrued annual leave may be requested by an employee at any time. The Executive Director or designee will grant the request when it will least interfere with the efficient operation of the SECA office.

Annual leave may not be accrued during a period of leave without pay of ten or more days in a calendar month. Non-workdays, such as weekends or holidays, within a period of annual leave are not charged as annual leave. Annual leave must be earned before it can be used and is deducted from the employee’s accrued leave in increments of not less than one hour.

Persons whose employment with SECA begins on or before the fifteenth of the month earn annual leave based on an entire month of service. Persons who begin work after the fifteenth of the month do not begin accruing annual leave until the following month.

An employee who leaves SECA employment shall be paid for all accrued but unused annual leave, up to 160 hours.

SICK LEAVE

Sick leave is a benefit available to SECA employees who are regular full-time employees or regular part-time employees. Paid sick leave is not granted as annual leave and can be used when an employee is unable to work because of illness or injury or for medical, dental, or optical treatment. Sick leave may also be granted to employees due to serious illness of a member of the employee’s immediate family. Immediate family is defined as father, mother, sister, brother, husband, wife, child, grandparent, in-laws, or any individual acting as a parent or guardian.

Full time employees accrue sick leave at the rate of eight (8) hours for each complete month of service. A regular part-time employee accrues sick leave at the rate of four (4) hours for each complete month of service. 

Persons who begin employment on the 15th of the month earn sick leave based on an entire month of service. Persons who begin work after the 15th of the month do not begin accruing sick leave until the following month.

When a reduction in force is necessary due to budgetary constraints or curtailment of SECA activities and the affected employee is re-employed by the SECA office within six (6) months, sick leave accrued and unused at the time of the reduction in force may be restored to his/her credit.

Sick leave may not be accrued during a period of leave without pay of ten or more days in a calendar month. Non-workdays, such as weekends or holidays, which fall within a period of sick leave, are not charged as sick leave.

Sick leave must be earned before it can be used and is deducted from the employee’s accrued sick leave in increments of not less than one hour. If an employee is ill or absent from work due to illness, she/he should notify her/his supervisor by 8:30 a.m. of that day. Failure to do so may constitute an unauthorized absence.

Sick leave is cumulative; however, no employee may accumulate more than 520 hours. Employees who leave SECA employment are not entitled to be paid for accrued sick leave.

Absence due to illness or disability is charged in the following manner:

1. Earned sick leave

2. Earned annual leave

3. Leave without pay

The employee is expected to give her/his supervisor as much notice as possible prior to beginning sick or disability leave. Employees should give at least two (2) weeks’ notice prior to returning to work from an extended leave.

PARENTAL LEAVE (8/30/10)

The Southern Early Childhood Association recognizes the need to support employees as they balance career, childbirth, and family life.  This paid parental leave policy addresses family and work-life balance as legitimate, important, and vital to the success of the Association.  This policy allows for a specified period of paid leave to be taken within 12 months following the birth of a child and is administered in conjunction with the Family and Medical Leave Act of 1993 (FMLA).  Paid parental leave will run concurrently with FMLA leave and is limited to a total of six weeks per birth/adoption event.

The purpose of this policy is to provide additional paid time off that can be taken by the employee, to recover from childbirth, or to care for a new child as a result of childbirth or adoption.  Utilizing paid parental leave will not have a negative impact on employment status and may be combined with other employee earned paid time off, i.e., paid sick and/or vacation time, to achieve the maximum amount of paid time off from work.  

Overview of Benefit

Eligible employees may receive paid parental leave for up to six (6) weeks paid parental leave to the employee to recover from childbirth and/or to care for and bond with the newborn.  Once paid leave is exhausted, employees may continue on unpaid leave if appropriate documentation has been submitted, up to a total leave time of twelve (12) weeks.  Employees on an unpaid leave must have exhausted all paid parental leave, sick pay (birth mother), and vacation pay.
  

Any leave which commences prior to delivery due to a serious health condition is considered personal medical leave and must be authorized by a health care provider.  Paid parental leave will not be available for personal medical leaves taken prior to the birth or adoption of the child; the employee would be required to exhaust any available sick and/or vacation time before commencing an unpaid leave.  Employees have the option of electing to use paid parental leave in addition to their sick and vacation time at any point after delivery during the leave.

PERSONAL/COMPASSIONATE LEAVE


SECA grants up to two (2) days annually for emergencies or personal business. Additionally, funeral leave due to the death of an employee’s immediate family member of up to three (3) days may be granted with pay to any full or part-time employee at the discretion of the Executive Director or designee.

LEAVE WITHOUT PAY


The SECA Board may grant an employee’s written request for a leave of absence without pay not to exceed six (6) months unless granted in accordance with federal or state law. Leave without pay is not to be granted until an employee’s accrued annual and sick (if applicable) leave has been exhausted. Benefits for an employee on leave without pay will be paid at the rate currently being paid by the Association on behalf of the employee. The employee who is granted leave without pay shall return to the same or similar position at the conclusion of the leave period.

JURY DUTY


An employee who is summoned, as a member of a jury panel shall be granted administrative leave with pay and any jury fees and travel payment shall be retained by the employee. An employee subpoenaed as a witness shall be granted administrative leave with pay.

EMPLOYEE DISCIPLINE


The SECA Board of Directors, through the Executive Director or designee, retains the right to exercise reasonable and customary managerial functions, including the right to:

· dismiss, assign, transfer, supervise, and discipline employees

· determine and change hours of work, the designated work week, and other conditions of employment

· assign duties to employees in accordance with the Association’s needs and mission.

SECA expects all employees to:

· give a productive day’s work to the best of their abilities and skills;

· demonstrate a considerate, friendly, and constructive attitude toward fellow employees; and 

· adhere to the policies and procedures of the Association

The following items are grounds for disciplinary action up to and including termination:

· Consistent incompetence

· Violation of company policies

· Repeated unexcused absenteeism or tardiness

· Physical violence

· Substance abuse

· Illegal acts

· Falsified information

· Insubordination

EMPLOYEE PERFORMANCE REVIEW


SECA conducts a formal performance review in May of each year. New employees will also be formally reviewed at the end of the probationary period (90 days after hire). An additional review may be conducted in the event of a promotion or change in duties and responsibilities.

During the performance review, the Executive Director or designee will consider the following things, among others:

· Attendance

· Knowledge of job requirements and responsibilities

· Attitude and willingness

· The quality and quantity of the employee’s work

This review is designed to document how the employee’s job performance compares to the goals and description of the job. At the conclusion of the performance review, goals and performance objectives for the next year will be discussed and finalized.

EMPLOYEE DISCIPLINE PROCEDURE


In the event that an employee’s job performance is not satisfactory or there is a documented violation of SECA policy, the following procedure will be followed to assist the employee in developing a level of satisfactory job performance. Each step may be repeated as warranted.

Step One:  Oral Reminder


The Executive Director or designee will meet with the employee to discuss the problem, making sure that he/she understands the nature of the violation and the expected remedy.  The employee will be informed that the Oral Reminder is the first step of the discipline procedure and the Executive Director or designee will fully document Step One.

Step Two:  Written Reminder


If job performance does not improve within the period of time discussed by the employee and the Executive Director or designee following the Oral Reminder, the Executive Director or designee will write a memo to the employee summarizing the issue and failure to meet specified timeframes. The Executive Director or designee will meet with the employee to discuss the memorandum and develop corrective actions and timeframes. The memorandum will be signed at the conclusion of the meeting by the Executive Director or designee and the employee will be asked to sign a statement that he/she has discussed the memorandum.

Step Three:  Suspension


If the employee’s performance does not improve following a Written Reminder, or if the employee is again in violation of SECA policies, he/she will be placed on a one-day suspension without pay. At the end of the suspension period, he/she may choose to resign or agree to a corrective action plan. The employee will be asked to sign the corrective action plan as notification of receipt of the document and he/she will be notified of the potential consequences of failure to meet the corrective action plan.


The employee will be allowed to return to work with the understanding that he/she will be terminated if a positive change in behavior does not occur and he/she does not meet the standards of the corrective action plan within a specified time frame.

EMPLOYEE GRIEVANCE PROCEDURE


Grievances should be reviewed and resolved through the informal discussion process at the lowest level possible. However, when a difference of opinion exists and remains unresolved, the issue should proceed through a more formal complaint procedure for a final decision or settlement. Documentation of each step is made in writing and signed by each involved party.

1.  Initially, an employee should discuss the grievance with the Executive Director or designee. The Executive Director or designee must reply orally and in writing to the employee within ten (10) working days.

2.  If a mutually acceptable settlement is not reached by the employee and the Executive Director or designee, a written complaint may be submitted to the SECA President within 10 days of the written decision rendered by the Executive Director or designee. A grievance should be activated within a 180-day period from the time the events leading to the complaint occurred or were discovered, or the grievance should be rendered moot.

3.  The SECA President, with assistance from the Executive Committee, has ten (10) working days to review the written complaint and other relevant materials and respond to the employee in writing.

In all instances, the Executive Committee shall record its findings, a statement of its conclusion including the reasons or policy criteria used in reaching that decision, and any recommendation for resolution of the grievance.

4. When a grievance proceeding has been closed, all material relating to that case including tape recordings, statements, related documents, and a list of confidential materials examined shall be retained on file with the Executive Director or designee for three (3) years. At the end of three years, a decision will be made regarding maintenance of the file.

RETENTION/TERMINATION OF STAFF


The SECA Board of Directors strives to maintain good working conditions. Instances of staff personal or job dissatisfaction should be discussed with the Executive Director or designee before the staff member considers termination of employment.


If an employee wishes to terminate employment with SECA, two weeks’ notice should be submitted in writing by the employee to the Executive Director or designee. The Executive Director or designee, in consultation with the Executive Committee of the SECA Board, shall give an employee two weeks’ notice if it is deemed necessary to terminate the employee for cause, unless immediate termination is necessary due to malfeasance or to protect the safety of other SECA employees.


If a reduction in force action is implemented, a thirty (30) day notification will be provided to affected employees by the Executive Director or designee and every effort will be made to assist the employee to find employment elsewhere.


Any employee who is absent from work for three (3) consecutive days without having notified the Executive Director or designee of his/her absence will be considered as having resigned.

EXIT CONFERENCE

An exit conference will be held between departing personnel and the Executive Director or designee. A form documenting the exit conference will be placed in the employee’s personnel file and the employee will be provided the opportunity to include written comments on the exit conference form.

REFERENCES


SECA will provide references to potential employers upon written request for such references. If the employee wishes to have more information than job position and length of employment released, he/she must sign a reference waiver release form.

BUSINESS HOURS

Regular operating hours are 8:30 a.m. to 4:30 p.m. Monday through Friday. Employees are provided with a 30-minute lunch period each day. Short breaks may be taken during the workday and are not considered unpaid work time. An employee’s particular hours of work and the scheduling of the lunch period will be approved by the Executive Director or designee. Flex schedules may be approved by the Executive Director or designee if the operations of the SECA office are not adversely affected.

CONFIDENTIAL INFORMATION


All SECA business must be kept strictly confidential. Any violation of confidentiality seriously injures SECA’s reputation and effectiveness. Disclosure of confidential information may lead to dismissal of an employee.

CONFLICT OF INTEREST
SECA does not condone any situation that could be construed as potentially conflicting relationships, such as accepting of gifts, self-dealing, connections with vendors, etc. Employees are encouraged to discuss any potential conflict of interest situation with the Executive Director or designee.

TRAVEL REIMBURSEMENT

Employees are reimbursed for the expenses for conducting SECA business that is directly related to the staff member’s specific job assignment or as assigned by the Executive Director or designee. Expenses may include, but are not limited to, mileage, airfare, airport parking, hotel, taxi or shuttle and baggage handling. A daily per diem of $75 ($15 breakfast, $20 lunch, $40 dinner) is allowed for meal expenses. Meals that are pre-paid, such as SECA functions or conferences, will be deducted from the daily per diem.


Receipts are required for all expenses and items purchased other than per diem and mileage reimbursement. Hotel costs should be held to a $200 base rate. Hotel costs that exceed the base rate must be approved in advance. Ground travel shall be paid at the current federal reimbursement rate.


Staff must submit a request for travel at least one week prior to any travel. The Executive Director or designee must approve regular staff travel. In town travel within budget guidelines does not need prior approval. Travel advances for staff, not to exceed $150, will be issued upon the approval of the Executive Director or designee.

PAYROLL


The Executive Director or designee distributes paychecks on the 15th and last day of each calendar month. In the event that either day falls on a holiday or weekend, the check will be issued on the last working day prior to that day.  (11/01)

TIME SHEETS


Non-exempt employees are required to maintain time sheets. The Executive Director or designee will notify exempt employees of their responsibility in this area.

EXCESSIVE ABSENTEEISM OR LATENESS


Excessive absenteeism or lateness may lead to disciplinary action, including possible dismissal.

INCLEMENT WEATHER


The SECA office will be closed on any day that the Little Rock School District declares their inclement weather policy in force.

PERSONAL APPEARANCE


The employee is expected to be suitably attired and groomed during working hours or when representing SECA. If the Executive Director or designee feels that an employee’s attire is not appropriate, he/she may be asked to leave the workplace until properly attired.

OUTSIDE EMPLOYMENT


Full time SECA employees may not engage in other business ventures or employment without notification to the Executive Director or designee. The Executive Director or designee will determine if a potential conflict of interest exists.

PERSONAL PHONE CALLS AND MAIL


Personal use of the long distance service, the postage meter and the shipping service, will be reviewed and the cost of this personal use recouped from the employee on a monthly basis.

PERSONAL USE OF SECA EQUIPMENT


The Executive Director or designee can grant permission for an employee to utilize SECA equipment for personal use under certain circumstances. Each request will be reviewed individually. If SECA equipment is utilized for personal use, the employee agrees that SECA is not liable for personal injury incurred during the use of company property for personal projects. The employee is required to pay for any damages that occur while using the equipment or tools.

COMPUTER SOFTWARE (UNAUTHORIZED COPYING)


SECA does not condone the illegal duplication of software. The law protects the exclusive rights of the copyright holder. SECA employees are not authorized to make illegal duplications of copyrighted software.

E-MAIL


All e-mail is subject to the right of the Association to monitor, access, read, disclose and use e-mail without prior notice to the originators and recipients of such e-mail. E-mail may be monitored and read by authorized personnel for any violations of law, breaches of SECA policies, communications harmful to SECA, or for any other reason. E-mail may not contain statements or content that are libelous, offensive, harassing, illegal, derogatory, or discriminatory. Foul, inappropriate or offensive messages are prohibited.

INTERNET


Use of Internet service provided by the Southern Early Childhood Association is solely for business purposes.  Unauthorized use of the Internet by any employee may be grounds for termination.  

Appendix A:  SECA Student Grant Program
The Southern Early Childhood Association is offering a matching grant program to student groups to assist in attendance at the _____ SECA conference. These grants will be available to the following groups: 

Technical/community college or university student groups (A group may consist of students from several different classes/campuses that are under the sponsorship of one college of university.) 

Student affiliates or chapters that are recognized by the SECA or NAEYC state affiliate.  

High school student groups.  

 Amount of matching grant:  Maximum of $1000 per group.   

Grants smaller than $1000 will be made, depending upon the amount requested by the student group and the matching funds available.  Grants selections will occur based upon criteria developed by the Finance Commission.   

 Matching Funds:  Groups must certify that they have raised funds that correspond on a one-to-one basis with any grant funds released by SECA.  For example, if the student group raises $500, SECA will match that amount with a $500 grant.   Certification of matching funds must be made by verification of funds available in a student bank account.  (This certification can be provided by the bank or by the financial officer of a school, college or university.  The group must have a bank account that is identified as belonging to the group.) 

 Letter of Intent:  A group that is interested in applying for matching funds should send a letter of intent (including the amount of matching funds requested) to: 

E-mail:

SECA at info@seca.info.  The subject line of the e-mail should read “Student Grant Letter of Intent”.  Attach the Letter of Intent (on letterhead and signed) to the e-mail.  

These letters of intent will be accepted as initial applications for the grant funds and funds will be reserved to fund the final applications. The letter of intent must be sent on university, college or school letterhead and be signed by a faculty member.     Letters of intent will be accepted between three to six months prior to the conference. 
 Definition of Student Group:  A group must be comprised of at least 5 students to be eligible for the maximum award.  Groups of fewer than 5 students will be considered eligible for a reduced grant award.  An eligible group will consist of no fewer than 3 students.     

 Certification of Student Groups:  SECA will contact the President of the appropriate state affiliate to ask that they certify that the group that has applied is a legitimate student group in that state.  Student groups are not required to be a formally recognized state affiliate/chapter group; however, the state affiliate President must be able to verify that this group has formed for the purpose of furthering the development of early childhood professionals and is made up to students who are studying early childhood education. When that certification is received, the letter of intent is considered approved. 

Conference Registration:  Conference registration must be submitted and paid for each student attending the conference.  The SECA office will verify that members of the group have submitted registrations.  Groups that do not register students will be subject to recovery of grant funds.   

Transportation and Housing:  The Student Group must arrange transportation and housing, and SECA assumes no liability for transportation.  Housing will be available to the group under the negotiated SECA conference rate if booked prior to the hotel cut-off date.  

Notice of Receipt of Letter of Intent:  The SECA office will send verification that the Letter of Intent has been received and the group is eligible for matching funds.   

Final Application for Matching Funds:  The attached form must be completed and returned to the SECA office no later than three months prior to the conference. If the final application is not received by this date matching funds may not be available to the applicant group.  Funds will be released to approved groups one month prior to the conference.  

FINAL APPLICATION

SECA STUDENT MATCHING FUNDS PROGRAM

Name of University/College/School________________________________________ 

Address______________________________________________________________ 

City___________________________State______________Zip__________________ 

Phone____________________________Fax_________________________________ 

Person Submitting Application____________________________________________ 

E-mail Address________________________________________________________ 

Name of Student Group__________________________________________________ 

# of Students in Group______  # of Students Attending SECA Conference_______ 

Faculty Advisors ______________________________________________________ 

Advisors Accompanying Group to Conference_______________________________ 

Type of Fundraiser/s______________________________________________________ 

Date/s of Fundraiser____________________ Total Amount Raised_______________ 

Method of Transportation_______________________________________________ 

Funds Requested from SECA________________________________________ 

Check should be issued to:  _____________________________________________ 

Address to which check should be sent:____________________________________

___________________________________________________________________

Checks will be issued to the school or group.  No checks to individuals will be issued.

Certification of Matching Funds (Attach to application) 

Current bank statement of student group that reflects adequate funds to match 

funds requested from SECA, OR 

Letter of certification (on letterhead) signed by appropriate financial officer.  

Letter should contain amount of student funds raised or available  

to match SECA funds.   
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Appendix B:  Janie Humphries Student Leadership Development Fund
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  Dr. Humphries

At the July 2013 Summer Board Meeting of the SECA Board of Directors, a new initiative was born, the Janie Humphries Student Leadership Development Fund.
This fund was created to promote student membership, support the growth and development of student groups and encourage emerging student leadership within our states.  The new initiative is in honor of Dr. Janie Humphries of Louisiana, SECA President 2010-2011, who has worked tirelessly to support student groups in her state and in the SECA region.   

The Fund will be capitalized by the proceeds of the Silent Auction at the annual SECA conference and any memorial or designated donations that are made to the Association.

State affiliates will be eligible to apply for up to $250 per year for the following purposes:

· To promote student membership

· To develop student affiliates or chapters within their state

· To provide initial start-up capital for student affiliates/chapters 

· To provide leadership development opportunities for those student affiliates/chapters

The following criteria will govern the application process:  

· Applications will be accepted in the SECA office as states determine funds are needed to support student projects.   Applications for funds will be accepted from January 1 through April 30 of each year.  

· The applications will be reviewed by the SECA Finance Commission and funds will be released to state affiliates within 30 days of application.

· A maximum of $250 per year will be available to each SECA state affiliate unless the SECA Board chooses to enhance the amount available. Grants may be limited based upon fund balance and eligibility criteria. (Notice will be provided to state affiliate Presidents if additional funds will be available.)  

· States may submit more than one application during the year; however, the amount provided to the state affiliate may not exceed each year the total authorized by the SECA Board of Directors. 

· Any funds collected for the Janie Humphries Student Leadership Fund that are not utilized during a year are earmarked regardless of the year collected.              
· A grant agreement will be signed by the SECA Executive Director or designee and the state affiliate President prior to release of the funds.  The grant agreement will outline the parameters of the activities authorized under the grant.  

Administration and Reporting:

· If the funds are utilized to develop a student affiliate/chapter, state affiliates will be responsible for administering the grant funds for the student affiliate/chapter and assisting the chapters/affiliates with developing appropriate financial processes.  (Most of the colleges/universities which will support these affiliates/chapters have policies concerning campus groups and financial maintenance.)  

· SECA will require a financial report from the state affiliate that outlines how the funds were disbursed and a brief program report that outlines the operational status of the student affiliate/chapter and/or program initiatives authorized under the grant. The financial report is due one year to the date of receipt of funds. (Forms will be provided.) 

APPLICATION

Janie Humphries Student Leadership Development Fund

State Affiliate ________________________________________ 

Address______________________________________________________________ 

City___________________________State______________Zip__________________ 

Phone____________________________Fax_________________________________ 

Person Submitting Application____________________________________________ 

E-mail Address________________________________________________________ 

Proposed Use of Funds Requested:

· Student Membership

· Development Student Affiliate/Chapter

· Initial Start-up Capital for Student Affiliates/Chapters

· Leadership Activities for Student Affiliates/Chapter

Amount of funds requested from SECA______________________________________

Briefly describe how funds will be used:

If New Student Affiliate/Chapter, provide the following:  

Name of Student Group__________________________________________________

University/College/High School____________________________________________ 

Address______________________________________________________________

City/State/Zip__________________________________________________________

# of Students in Group______  

Faculty Advisors (include contact e-mail)

____________________________________________________________________

_____________________________________________________________________ 

E-mail to SECA at info@seca.info 
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Appendix C:  Expense Reimbursement Form and Guide 

A Guide to Expense Reimbursement:  What You Need to Know

(Revised October 2022) 


As member of the SECA Board of Directors, you are entitled to claim reimbursement for expenses incurred during the conduct of SECA business.  Generally, reimbursement will be available for the following:  

 Expenses incurred during the Board meeting and annual conference of the Association.

 Expenses incurred during the regular summer Board meeting.

 Expenses incurred during special meetings that are called by the President and approved by the Executive Committee.  

 

Items that are Eligible for Reimbursement

Travel 

 The cost of airfare from the nearest major airport.  “SECA authorizes coach airfare” only and members are asked to find the lowest fare possible between home and the meeting.  (This will usually mean that a connecting flight must be included in the ticket.)  Any tickets exceeding $500 must be approved by the SECA office.   

 SECA will cover the cost of one (1) checked bag for a trip.  Members who choose to bring more than one bag must cover the cost of checking that second bag.  

 “Board members who choose to drive to a SECA meeting are eligible for expense reimbursement at the current federal reimbursement rate for ground travel.  Reimbursement will be provided up to a maximum of the cost of coach airfare and a copy of a proposed air itinerary with ticket price must be submitted with the request for reimbursement.”   SECA Financial Policies, p. 53.  Members who drive are encouraged to utilize the shortest distance between home and the meeting site.  

 If travel is necessary to get from the member’s home to the airport, SECA will reimburse for a shuttle service or mileage.   
 Meals

 Per diem is considered to be a food allotment. Per Diem follows the federal reimbursement rate with a cap of $75. Meals are reimbursed based upon the receipt(s) submitted. Cost of group meals paid by SECA will be deducted from per diem. ($15 breakfast/$20 lunch/$40 dinner).

 Charges for alcoholic drinks will not be reimbursed.  

Miscellaneous

 Parking charges for vehicles at the meeting site and at the airport will be reimbursed. The Association makes every attempt to locate meetings at a site where free parking is available.  Valet parking at a hotel will not be reimbursed unless other parking options are not available.  A request to be reimbursed for valet parking must be approved by the SECA office.  

 Tips for baggage handling, transportation and meals will be reimbursed.  Optional tips such as those for hotel housekeeping personnel will not be reimbursed.  

 Personal expenses while traveling such as entertainment, dry cleaning, newspapers, etc. will not be reimbursed.  

Hotel

 SECA assumes the financial responsibility for room and tax at the Board meetings/annual conference.  Members are provided with a private room for the annual conference and can choose to share or pay for a private room at the summer Board meeting.  If a private room is requested at the summer meeting, the member will be invoiced at the conclusion of the meeting for their costs.  

  
· Members must provide a credit card to the hotel for all incidental charges, including room service.  These charges will not be posted to the master bill     but will appear on the member’s personal credit card.  Charges for meals may be included in the reimbursement request.  SECA will not pay for other incidentals such as movie charges, etc.  

Guests

In some cases, particularly in regard to annual conference, Board members include spouses/partners as guests during that time.  Please note the following allowances and restrictions.

 At the annual conference, members are allowed to share their room with a spouse/partner without incurring charges for that room.  Any charges placed on the room bill by the spouse/partner must be covered by a personal credit card.

 At the summer meeting, members who choose to travel with a spouse/partner must cover the cost of 1/2 of the room, just as they would if they selected to decline a roommate and require a private room.

 SECA will not reimburse for any travel costs, beyond those that would be incurred by the member,  associated with the spouse/partner’s travel to the meeting.

 Spouses/partners are welcome to join the Board at dinners that are held as social events (not at called meetings) and are required to cover the costs of their meals/alcohol.  If the spouse/partner wishes to attend the educational events at conference, a paid registration will be required.  

Additional Notes 

· One of the added “benefits” that SECA can provide to Board members is a reduced hotel rate at the selected conference site.  Allowable reimbursement includes travel day prior to the first meeting scheduled and a travel day after the last day of the conference. We encourage Board members to be economical where travel options exist. The SECA office will be happy to extend your stay and include those days on the master bill; however, those days must be paid for personally and you will be invoiced after the conference.  (Please do not settle these rooms when you leave the hotel because it often leads to double billing.)   SECA will also not pay for any meals for the extended stay days.  
· Expense reimbursement requests will be processed within two weeks of receipt in the office.  If members need to receive their reimbursement more quickly, the Executive Director or designee can determine how quickly it can be provided.  

· Receipts must accompany all reimbursement requests and items will not be reimbursed if receipts that verify the expense are not provided.  Forms and receipts will be matched to ensure accuracy in reimbursement.  

· If a Board member is a “no show” for a hotel reservation and/or has already received reimbursement for travel to a meeting in which they did not attend, it is expected that the board member will reimburse SECA. The Executive Committee may determine whether extenuating circumstances existed that negate the need for reimbursement.  

 The Association’s intent is to support your participation in the governance of the Association and to ensure its financial security.  These measures are not intended to be punitive but to provide an equitable and fair way of ensuring that all Board members and staff are treated equally.  Thank you in advance for your assistance in making this as “painless” a process as possible.

 For additional references, please refer to the Financial Policies that are contained in the SECA Policies and Procedures Manual.  https://www.seca.info/leadership-resources
Appendix D:    Application for Affiliation

· Name of affiliate:    

· Address (for receipt of correspondence and/or remittance of membership dues)

· Proposed Business Structure (all volunteer, paid business manager, Executive Director, etc.)

· Proposed Initial Date of Operation:  

· Projected Timeline

· Board of Directors (founding officers) 

President:  

Secretary: 

Fiscal Officer: 

Other:  

· Fiscal Year:

· Membership Categories & Dues 

Regular:

Student:

Other:   

·  Projected Number of Founding Members:  

· Date of Initial Organizational Meeting (Please include a copy of the minutes.)

· Proposed Future Board Meeting Dates:  

· Dates of Adoption

By-laws:

Constitution:

Mission/Vision Statements:

Policies and Procedures:

Goals & Objectives:

· Dates of Submission/Approval

Filing with Secretary of State:

Application for 501 (c)(3) with IRS:

Application for Post Office box, if appropriate:

Application for EIN, if appropriate:

· Mission Statement

· Vision Statement

· Proposed Initial Budget (Please include a copy.)

·  Sources of Initial Revenue: 

· Proposed Date for Initial Membership Election of Officers/Board:

· Services Requested from SECA: 

Person/s submitting application:  

	Name
	Address
	E-mail
	Position with Affiliate

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


 

Appendix E: Affiliate Agreement/Non-dual States 
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   AFFILIATE AGREEMENT

This Affiliate Agreement, effective the ____day of_______20___, is made between the Southern Early Childhood Association (SECA), a 501(c)(3) corporation, with offices at PO Box 8109, Jacksonville, Arkansas, 72120, (the “Association”) and ________________, a nonprofit corporation,(the “Affiliate”),  with offices in_________________.

WHEREAS, Association is a tax-exempt, nonprofit association, whose purposes are to provide education for early childhood professionals and advocate for the well-being of children and families in the South; and

WHEREAS, Affiliate is also a tax-exempt, nonprofit organization, that has applied to Association for status as an authorized affiliate of Association;

NOW, THEREFORE, in furtherance of the mutual promises and consideration in this Agreement, the parties agree as follows:

1.  Grant of Charter

a. Charter:  Association hereby grants a nonexclusive charter to _______to be an affiliate of Association.  Affiliate shall be authorized to use the designation “Association Affiliate”, with authority to use such designation in connection with the activities authorized in this Agreement, subject to the following terms and conditions.  

b. Territory:  Affiliate shall represent Association in the following area:_______(the “Territory”).

c. Intellectual Property:  The foregoing grant of a charter by Association to Affiliate  includes the right to use certain intellectual property of Association, such as its copyrighted material, subject to the terms and conditions in this Agreement and Association Policies. 

d. Board Representation:  The granting of a charter shall confer one Affiliate voting position on the Association Board of Directors (Association By-Laws, Article VII).   

2. Membership

All members of Affiliate shall also be members of Association, in accordance with the provisions, procedures, and applicable dues schedules, as determined by the Association and Affiliate.  (See Section 6 of this agreement in regard to dual affiliation) The Association Board of Directors will annually consider member dues and Association dues will form the initial component of each Affiliate dues structure.  Dues charged in each state may vary, depending upon the action of Affiliate in setting the Affiliate (state and/or local) portion of the dues.  Association and Affiliate will be cognizant of the affordability of dues for members as these decisions are reached. 

3.  Obligation of Association

Association’s obligations under this Agreement shall include the following:

a.  Education Programs:  Association shall to the extent practical assist Affiliate in sponsoring and holding certain educational programs in the Territory, such as seminars, meetings, conferences, or other programs as may from time to time be sponsored by Association or Affiliate.  

b. Education Materials:  Association shall support Affiliate’s educational programs in the Territory by making available educational resource materials to Affiliate without charge to the Affiliate.

c. Membership Publications:  Each member of Affiliate in the Territory shall receive from the Association the membership publications normally furnished by Association to its members, which may be changed or modified by Association from time to time.  These publications will include Dimensions of Early Childhood and other publications as produced by Association.   

d. Membership Cards:  Each member of Affiliate in the Territory shall receive from the Association a digital membership card that includes name and member identifier that will provide “members-only” access to Association resources.  

4. Obligations of Affiliate 

Affiliate’s obligation under this Agreement shall, without limitation, include the following:

4.1 Affiliate Status, Activities and Purposes.  Affiliate represents and warrants that it is in good standing under the laws of the Territory in which it operates and with all IRS requirements for entities that maintain a 501(c)(3) designation.  Affiliate shall conduct all of its activities under this Agreement in accordance with the highest legal and ethical standards and shall have as its purposes those set forth in Association’s by-laws, Article II, as follows:  

To work on behalf of young children and their families.

To provide opportunities for the cooperation of individuals and groups who are concerned with the well-being of young children.

To further the development of knowledge and understanding of young children and the dissemination of such information.

To contribute to the professional growth of persons working with and for young children.

To work to improve the standards for group care and education of children and improve the quality of life for them.

Furthermore, Affiliate shall conduct its activities in accordance with policies and procedures set forth in the Association’s policy manual concerning affiliate organizations.  

4.2 Recordkeeping.  Affiliate shall maintain all records related to its corporate and tax-exempt status and shall forward to Association, if it has not yet done so, copies of its Articles of Incorporation, Bylaws, and determination letter from the Internal Revenue Service (if not included under Association’s group exemption).  Further, any amendments to the Articles of Incorporation or Bylaws to be proposed to Affiliate’s membership shall first be submitted to the Association for review.  Affiliate shall maintain records related to its list of members, educational programs, mailings of publications, use of educational materials, financial systems and other activities and operations.  

4.3 Compliance with Laws.  Affiliate warrants that it has and shall continue to comply with all applicable laws, regulations and other requirements that may affect its performance of this Agreement.  Further, Affiliate warrants that it has obtained and will continue to maintain at its own expense, all permits, licenses, and other governmental approvals that may be required in the Territory in connection with its performance of this Agreement.  At the request of Association, Affiliate shall furnish evidence satisfactory to Association that all such permits, licenses, and approvals have been obtained.  Furthermore, Affiliate warrants that it shall make all required filings, such as annual corporate reports and tax filings, as may affect its corporate or tax status.  

4.4 Educational Programs.  Affiliate shall endeavor to sponsor educational programs which further and serve the purposes of Association set forth above, and shall use its best efforts to ensure that such programs are of the highest quality with respect to program content, materials, and logistical preparation.  Affiliate shall send to Association an annual schedule of upcoming meetings, conferences and seminars, as well as other related activities that Affiliate intends to sponsor and Association may, at its sole discretion, send representatives to observe and participate in such functions.   

4.5 Members and Dues.  Affiliate warrants that it shall maintain a minimum number of 50 members, which number may be changed from time to time upon the written agreement of Association and Affiliate.  Association will set annual dues and all Affiliate members will pay those dues as a component of their Affiliate membership.  Affiliate will have the discretion to set its portion of the annual dues (state and/or local), based upon the fiscal needs of the Affiliate and a recognition of the affordability of annual dues for the Affiliate member.  

4.6 Insurance.  Affiliate represents and warrants that it has obtained or shall obtain insurance as prescribed in the Association policy manual concerning affiliate organizations in the amounts of coverage set forth there, as may be amended or modified from time to time.  Such insurance may include, without limitation, the following types of insurance or other risk protection:  automobile insurance, workers compensation, and association professional liability insurance (including antitrust, contractual, publications, directors and officers, and errors and omissions policies).  

5. Use of Trademark and Copyrighted Materials.  Affiliate shall not use or cause or permit to be used by any person, the logos or copyrighted materials of Association without Association’s prior consent, other than the limited use of such logos or copyrighted materials in connection with performance of the specific activities authorized under this Agreement.  Any use of Association’s logo or name shall be the logo or name approved by Association.  Affiliate agrees to feature the Association logo and Association relationship prominently on the following:  Affiliate website, membership applications, membership publications, communication formats such as newsletters and journals, and promotional materials for educational events such as annual conference.  In the event of expiration or termination of this Agreement, all use by Affiliate of Association’s proprietary property, such as logos, marks, names or copyrights, shall end immediately.   

6. Option for Dual Affiliation.  This Agreement will not preclude the Affiliate option to develop an affiliation agreement with another entity that represents the same purposes as set forth in the By-Laws of the Association, Article II.  

7. Separate Entities:  Indemnification.  

7.1 Separate Entities.  Association and Affiliate expressly acknowledge and agree that they are, and shall remain, separate entities.  As such, neither party shall be authorized to incur any liability, obligation or expense on behalf of the other.   

7.2  Indemnification.  In furtherance of the above intention and agreement, Affiliate hereby agree to indemnify and hold harmless Association, its officers, directors, agents, members, and employees from and against any action, suit proceeding, claim, damage, liability, obligation cost or expense which may arise by reason of any act or omission by Affiliate, or any of its officers, directors, members, or employees thereof.   

8. Revocation or Surrender of Charter.  

8.1 Revocation of Charter.  The charter granted to Affiliate, with all of its attendant rights and obligation, shall remain in full force and effect, unless revoked by Association or surrendered by Affiliate in accordance with the following provisions.  

· The Association, through its board of directors, shall have authority to revoke Affiliate’s charter if the board determines that the conduct of the Affiliate is in violation of this Agreement or the provisions of the Association’s policy manual concerning affiliate organizations. 
· Any decision by Association to revoke Affiliate’s charter shall be initiated by the sending of written notice to Affiliate specifying the grounds upon which such revocation would be based; provided, however, that association shall give Affiliate 30 days from such notice to cure any alleged breach of the Agreement or violation of the provisions of the Policy Manual. 
· In the event Association determines that Affiliate has not corrected the condition leading to its decision to revoke Affiliate’s charter, such decision will become final unless Affiliate files a notice to appeal such determination.  Upon the filing of such notice, Affiliate shall have the opportunity to present its case, by written communication or in person, to the board of directors of Association upon such rules or procedures as the board may from time to time prescribe.  
· The decision of the board shall be final and appeal may not be taken to any other forum. 
8.2 Surrender of Charter.  Affiliate may surrender its charter by delivering notice of its intention to do so at least 60 days in advance of the effective date of such action.  Failure to provide such advance notice shall constitute grounds for immediate and automatic revocation of the charter, without the appeal procedures outlined in Section 8.1. 

8.3 Association’s Rights after Surrender or Revocation.  After any such surrender or revocation of Affiliate’s charter, Association shall have the right to notify each member of Affiliate in the Territory of the facts of such surrender or revocation and shall have sole authority to organize a new affiliate of such members to replace the former Affiliate.  In no event shall Affiliate continue to represent its members or any other members of Association for at least one year after the suspension or revocation becomes effective.  

 9.  Warranty:  Limitation of Liability

9.1  Warranty.  Association makes no representation or warranty, express or implied concerning any educational materials, educational programs, membership publications, or any other article or service provided hereunder.  All guarantees, warranties, conditions and representation, either express or implied, whether arising under any statute, law, commercial usage or otherwise are hereby excluded.  

9.2  Limitation of Liability.  Affiliate acknowledges and agrees that association shall not be responsible for any damages which Association may incur from any cause, whether liability is asserted in contract or tort (including negligence).  In no event shall Association be held liable to any person for loss of profits, loss of use, loss of production, loss of goodwill, incidental, indirect, consequential, or special damages of any kind.  

10.  Miscellaneous 

10.1  Entire Agreement.  This Agreement (together with any exhibits hereto) constitutes the entire Agreement between Association and Affiliate with respect to the subject matter hereof.  This Agreement may be amended only by a writing executed by both parties.

10.2  Controlling Law.  This Agreement shall be governed by and construed in accordance with the laws of the state of Arkansas.  

10.3  Waiver.  Any waiver by either party to this Agreement of any provision shall not be construed as a waiver of any other provision of this Agreement, nor shall such waiver be construed as a waiver of such provision with respect to any other event or circumstance, whether past, present or future.  

10.4  Severability.  If any provision of this Agreement is determined to be invalid or unenforceable in whole or in part, the remaining provisions shall be enforceable to the maximum extent possible.  

10.5  Successors and Assigns.  This Agreement shall inure to the benefit of Association, its successors and assigns, and Association may assign all or any portion of this Agreement and its duties hereunder upon written notice of any such assignment.  Affiliate may not sublicense or assign any of its rights or obligations under this Agreement without the written consent of the Association.

10.6  Force Majeure.  Neither Association nor Affiliate shall be liable for its failure to perform its obligations under this Agreement due to events beyond its reasonable control including, but not limited to, strikes, riots, wars, fire, acts of God and acts in compliance with any applicable law, regulation, or order (valid or invalid) of any governmental body. 

10.7 Notices.  Any notice contemplated by, or made pursuant to, this Agreement shall be in writing.  

IN WITNESS WHEREOF; the parties have caused this Agreement to be executed by their duly authorized representatives, effective as of the date first written above. 

Affiliate





Association

By:________________________

By:________________________

Name:_____________________

Name:_____________________

Title:______________________


Title:_______________________

Date:______________________

Date:_______________________ 

Appendix F:  Affiliate Agreement/Dual States 
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AFFILIATE AGREEMENT/DUAL STATES

This Affiliate Agreement, effective the ____day of_______20___, is made between the Southern Early Childhood Association (SECA), a 501(c)(3) corporation, with offices at PO Box 8109, Jacksonville, Arkansas, 72120 (the “Association”) and ________________, a nonprofit corporation,(the “Affiliate”),  with offices in_________________.

WHEREAS, Association is a tax-exempt, nonprofit association, whose purposes are to provide education for early childhood professionals and advocate for the well-being of children and families in the South; and

WHEREAS, Affiliate is also a tax-exempt, nonprofit organization, that has applied to Association for status as an authorized affiliate of Association;

NOW, THEREFORE, in furtherance of the mutual promises and consideration in this Agreement, the parties agree as follows:

1.  Grant of Charter

a. Charter:  Association hereby grants a nonexclusive charter to _______to be an affiliate of Association.  Affiliate shall be authorized to use the designation “Association Affiliate”, with authority to use such designation in connection with the activities authorized in this Agreement, subject to the following terms and conditions.  

b. Territory:  Affiliate shall represent Association in the following area:_______(the “Territory”).

c. Intellectual Property:  The foregoing grant of a charter by Association to Affiliate  includes the right to use certain intellectual property of Association, such as its copyrighted material, subject to the terms and conditions in this Agreement and Association Policies. 

d. Board Representation:  The granting of a charter shall confer one Affiliate voting position on the Association Board of Directors (Association By-Laws, Article VII).   

2. Dues:  The Association Board of Directors will annually consider member dues and Association dues will form the initial component of each Affiliate dues structure.  Dues charged in each state may vary, depending upon the action of Affiliate in setting the Affiliate (state and/or local) portion of the dues.  Association and Affiliate will be cognizant of the affordability of dues for members as these decisions are reached. 

3.  Obligation of Association

Association’s obligations under this Agreement shall include the following:

a.  Education Programs:  Association shall to the extent practical assist Affiliate in sponsoring and holding certain educational programs in the Territory, such as seminars, meetings, conferences, or other programs as may from time to time be sponsored by Association or Affiliate.  

b. Education Materials:  Association shall support Affiliate’s educational programs in the Territory by making available educational resource materials to Affiliate without charge to the Affiliate.

c. Membership Publications:  Each member of Affiliate in the Territory shall receive from the Association the membership publications normally furnished by Association to its members, which may be changed or modified by Association from time to time.  These publications will include Dimensions of Early Childhood and other publications as produced by Association.   

d. Membership Cards:  Each member of Affiliate in the Territory shall receive from the Association a digital membership card that includes name and member identifier that will provide “members-only” access to Association resources.  

4. Obligations of Affiliate 

Affiliate’s obligation under this Agreement shall, without limitation, include the following:

4.1 Affiliate Status, Activities and Purposes.  Affiliate represents and warrants that it is in good standing under the laws of the Territory in which it operates and with all IRS requirements for entities that maintain a 501(c)(3) designation.  Affiliate shall conduct all of its activities under this Agreement in accordance with the highest legal and ethical standards and shall have as its purposes those set forth in Association’s by-laws, Article II, as follows:  

To work on behalf of young children and their families.

To provide opportunities for the cooperation of individuals and groups who are concerned with the well-being of young children.

To further the development of knowledge and understanding of young children and the dissemination of such information.

To contribute to the professional growth of persons working with and for young children.

To work to improve the standards for group care and education of children and improve the quality of life for them.

Furthermore, Affiliate shall conduct its activities in accordance with policies and procedures set forth in the Association’s policy manual concerning affiliate organizations.  

4.2  Recordkeeping.  Affiliate shall maintain all records related to its corporate and tax-exempt status and shall forward to Association, if it has not yet done so, copies of its Articles of Incorporation, Bylaws, and determination letter from the Internal Revenue Service (if not included under Association’s group exemption).  Further, any amendments to the Articles of Incorporation or Bylaws to be proposed to Affiliate’s membership shall first be submitted to the Association for review.  Affiliate shall maintain records related to its list of members, educational programs, mailings of publications, use of educational materials, financial systems and other activities and operations.  

4.3 Compliance with Laws.  Affiliate warrants that it has and shall continue to comply with all applicable laws, regulations and other requirements that may affect its performance of this Agreement.  Further, Affiliate warrants that it has obtained and will continue to maintain at its own expense, all permits, licenses, and other governmental approvals that may be required in the Territory in connection with its performance of this Agreement.  At the request of Association, Affiliate shall furnish evidence satisfactory to Association that all such permits, licenses, and approvals have been obtained.  Furthermore, Affiliate warrants that it shall make all required filings, such as annual corporate reports and tax filings, as may affect its corporate or tax status.  

4.4 Educational Programs.  Affiliate shall endeavor to sponsor educational programs which further and serve the purposes of Association set forth above, and shall use its best efforts to ensure that such programs are of the highest quality with respect to program content, materials, and logistical preparation.  Affiliate shall send to Association an annual schedule of upcoming meetings, conferences and seminars, as well as other related activities that Affiliate intends to sponsor and Association may, at its sole discretion, send representatives to observe and participate in such functions.   

4.5 Members and Dues.  Affiliate warrants that it shall maintain a minimum number of 50 members, which number may be changed from time to time upon the written agreement of Association and Affiliate.  Association will set annual dues and all Affiliate members will pay those dues as a component of their Affiliate membership.  Affiliate will have the discretion to set its portion of the annual dues (state and/or local), based upon the fiscal needs of the Affiliate and a recognition of the affordability of annual dues for the Affiliate member.  

4.6 Insurance.  Affiliate represents and warrants that it has obtained or shall obtain insurance as prescribed in the Association policy manual concerning affiliate organizations in the amounts of coverage set forth there, as may be amended or modified from time to time.  Such insurance may include, without limitation, the following types of insurance or other risk protection:  automobile insurance, workers compensation, and association professional liability insurance (including antitrust, contractual, publications, directors and officers, and errors and omissions policies).  

5. Use of Trademark and Copyrighted Materials.  Affiliate shall not use or cause or permit to be used by any person, the logos or copyrighted materials of Association without Association’s prior consent, other than the limited use of such logos or copyrighted materials in connection with performance of the specific activities authorized under this Agreement.  Any use of Association’s logo or name shall be the logo or name approved by Association.  Affiliate agrees to feature the Association logo and Association relationship prominently on the following:  Affiliate website, membership applications, membership publications, communication formats such as newsletters and journals, and promotional materials for educational events such as annual conference.  In the event of expiration or termination of this Agreement, all use by Affiliate of Association’s proprietary property, such as logos, marks, names or copyrights, shall end immediately.   

6. Option for Dual Affiliation.  This Agreement will not preclude the Affiliate option to develop an affiliation agreement with another entity that represents the same purposes as set forth in the By-Laws of the Association, Article II.  

6.1  Membership:  Affiliates that choose to dually affiliate will have members that represent both organizations which enter into an agreement with Affiliate.  This option will not negate the requirement that all affiliate members belong to one of the Associations that have signed an agreement with Affiliate.  The Affiliate and Association will accept members in accordance with the provisions, procedures, and applicable dues schedules, as determined by the Association and Affiliate. 

6.2 Board Representation:  If Affiliate chooses to dually affiliate, Affiliate will ensure that members from both organizations with which Affiliate has signed an agreement are represented on the Affiliate Board of Directors.  Affiliates may choose the method by which they ensure proportional representation on the Affiliate Board of Directors.  

6.3  Branding:  If dually affiliated, Affiliate agrees to provide equal representation of membership options to all potential and current members.  Affiliate agrees to feature the Association logo and Association relationship prominently on the following:  Affiliate website, membership applications, membership publications, communication formats such as newsletters and journals, and promotional materials for educational events such as annual conference and to offer both membership options in any marketing or membership recruitment/retention campaign developed by Affiliate. 

6.4  Member Confidentiality:  Affiliate agrees to maintain member confidentiality for both organizations.  Membership data for each organization will remain the property of Association and Affiliate and will not be released to the other organization with whom the Affiliate has signed an agreement.  Member data will be available to Affiliate through Association’s membership system, including the ability to download membership lists for use by Affiliate.  

7. Separate Entities:  Indemnification.  

7.1 Separate Entities.  Association and Affiliate expressly acknowledge and agree that they are, and shall remain, separate entities.  As such, neither party shall be authorized to incur any liability, obligation or expense on behalf of the other.   

7.2  Indemnification.  In furtherance of the above intention and agreement, Affiliate hereby agree to indemnify and hold harmless Association, its officers, directors, agents, members, and employees from and against any action, suit proceeding, claim, damage, liability, obligation cost or expense which may arise by reason of any act or omission by Affiliate, or any of its officers, directors, members, or employees thereof.   

8. Revocation or Surrender of Charter.  

8.1 Revocation of Charter.  The charter granted to Affiliate, with all of its attendant rights and obligation, shall remain in full force and effect, unless revoked by Association or surrendered by Affiliate in accordance with the following provisions.  

· The Association, through its board of directors, shall have authority to revoke Affiliate’s charter if the board determines that the conduct of the Affiliate is in violation of this Agreement or the provisions of the Association’s policy manual concerning affiliate organizations. 
· Any decision by Association to revoke Affiliate’s charter shall be initiated by the sending of written notice to Affiliate specifying the grounds upon which such revocation would be based; provided, however, that association shall give Affiliate 30 days from such notice to cure any alleged breach of the Agreement or violation of the provisions of the Policy Manual. 
· In the event Association determines that Affiliate has not corrected the condition leading to its decision to revoke Affiliate’s charter, such decision will become final unless Affiliate files a notice to appeal such determination.  Upon the filing of such notice, Affiliate shall have the opportunity to present its case, by written communication or in person, to the board of directors of Association upon such rules or procedures as the board may from time to time prescribe.  
· The decision of the board shall be final and appeal may not be taken to any other forum. 
8.2 Surrender of Charter.  Affiliate may surrender its charter by delivering notice of its intention to do so at least 60 days in advance of the effective date of such action.  Failure to provide such advance notice shall constitute grounds for immediate and automatic revocation of the charter, without the appeal procedures outlined in Section 8.1. 

8.3 Association’s Rights after Surrender or Revocation.  After any such surrender or revocation of Affiliate’s charter, Association shall have the right to notify each member of Affiliate in the Territory of the facts of such surrender or revocation and shall have sole authority to organize a new affiliate of such members to replace the former Affiliate.  In no event shall Affiliate continue to represent its members or any other members of Association for at least one year after the suspension or revocation becomes effective.  

 9.  Warranty:  Limitation of Liability

9.1  Warranty.  Association makes no representation or warranty, express or implied concerning any educational materials, educational programs, membership publications, or any other article or service provided hereunder.  All guarantees, warranties, conditions and representation, either express or implied, whether arising under any statute, law, commercial usage or otherwise are hereby excluded.  

9.2  Limitation of Liability.  Affiliate acknowledges and agrees that association shall not be responsible for any damages which Association may incur from any cause, whether liability is asserted in contract or tort (including negligence).  In no event shall Association be held liable to any person for loss of profits, loss of use, loss of production, loss of goodwill, incidental, indirect, consequential, or special damages of any kind.  

10.  Miscellaneous 

10.1  Entire Agreement.  This Agreement (together with any exhibits hereto) constitutes the entire Agreement between Association and Affiliate with respect to the subject matter hereof.  This Agreement may be amended only by a writing executed by both parties.

10.2  Controlling Law.  This Agreement shall be governed by and construed in accordance with the laws of the state of Arkansas.  

10.3  Waiver.  Any waiver by either party to this Agreement of any provision shall not be construed as a waiver of any other provision of this Agreement, nor shall such waiver be construed as a waiver of such provision with respect to any other event or circumstance, whether past, present or future.  

10.4  Severability.  If any provision of this Agreement is determined to be invalid or unenforceable in whole or in part, the remaining provisions shall be enforceable to the maximum extent possible.  

10.5  Successors and Assigns.  This Agreement shall inure to the benefit of Association, its successors and assigns, and Association may assign all or any portion of this Agreement and its duties hereunder upon written notice of any such assignment.  Affiliate may not sublicense or assign any of its rights or obligations under this Agreement without the written consent of the Association.

10.6  Force Majeure.  Neither Association nor Affiliate shall be liable for its failure to perform its obligations under this Agreement due to events beyond its reasonable control including, but not limited to, strikes, riots, wars, fire, acts of God and acts in compliance with any applicable law, regulation, or order (valid or invalid) of any governmental body. 

10.7 Notices.  Any notice contemplated by, or made pursuant to, this Agreement shall be in writing.  

IN WITNESS WHEREOF; the parties have caused this Agreement to be executed by their duly authorized representatives, effective as of the date first written above. 

Affiliate





Association

By:________________________

By:________________________

Name:_____________________

Name:_____________________

Title:______________________


Title:_______________________

Date:______________________

Date:_______________________ 

Appendix G:  A Checklist for Affiliates
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 A Checklist for Affiliates 

Section 1:  Corporate Records

· Is there a current and legible copy of these documents maintained in a permanent location? 

· Articles of incorporation

· Bylaws

· Federal tax recognition letter (or copy of national organization’s letter if covered by a Group Exemption)

· Copies of IRS tax filings for the past 5 years

· Do the articles of incorporation and bylaws accurately describe your current mission and purpose?

· Are you registered with your Secretary of State (if required) and, if so, is your registered agent and officer list current?  

· If you are incorporated, are you filing annual reports and paying an annual filing fee?

· If non-profits are eligible for a tax exemption in your state, have you filed the necessary paperwork and are currently listed as tax-exempt in your state? 

· Have you forwarded copies of these documents to the SECA office to be maintained in the permanent affiliate files?  

Meetings and Minutes 

· Do you have a system for permanently retaining all minutes from board, committee and annual meetings?

· Do you remit copies of your board and annual meeting minutes to the SECA office at the end of your fiscal year?

· Do you approve minutes of the previous meeting at each board meeting and note this in the record?

· Do your minutes reflect votes on motions, containing both positive and negative votes as well as abstentions?  

The Board of Directors 

· Is your list of members of the Board current and is it revised immediately as information changes?
· Do you have an Executive Committee?  If so, do your by-laws give the Committee authority to act on behalf of the Board and, if so, under what circumstances?  
· Do you follow parliamentary procedure in your meetings?
· Is an agenda prepared in advance for any meeting and distributed to members prior to the meeting date?
· Does your Board host an annual membership meeting if required by your by-laws? 
· If so, is notice provided to membership as outlined in your by-laws? 
Records 

· Does the affiliate have a location in which to maintain permanent records? 
· If you have employees, are you maintaining personnel files which contain:
· An application
· A copy of the employee’s resume
· Tax withholding forms
· Signed I-9 form
· Any forms (drug free workplace, emergency notification, etc.) that your policies require
· Copies of annual performance evaluations
· Do you maintain employee files for at least one year after resignation or termination? 
· If you have contract staff, do you have a copy of his/her contract on file? 
· Do you maintain financial records for a minimum of 3 years per IRS regulations? 
· Does your affiliate have a conflict of interest policy? 
Financial Management

· Is the affiliate meeting all reporting requirements for tax-exempt organizations?
· Do you conduct an annual financial review/audit with an outside auditor?
· Do you have insurance that would cover any type of misuse of funds?
· Do you have stated financial policies for handling receipts, disbursements and investments?
· If the affiliate solicits donations, are you registered with your Secretary of State (if required)?  
· Do you develop an annual budget and does the board review and adopt that budget at the beginning of each fiscal year?
· Are monthly/quarterly financials presented to the full Board?
· Do you have a finance committee that oversees the budget and financial systems of the affiliate?
· Do you have reserves and are they invested according to policy? 
· Are payroll and withholding taxes being routinely submitted to the IRS and state?
· Are bank cards on accounts (both checking and savings) routinely updated to reflect new leadership within the affiliate?  
· Employees

· If you have employees, is there an employee manual?
· Do you have written personnel policies?
· Are job descriptions available? 
· Are references checked before hire?
· Are annual evaluations conducted and is a process for those evaluations defined in your policies and procedures?
· Do you have a defined correction and termination process?
· Do you have anti-discrimination statements included in your policies and procedures?
Contractors

· If contractors are hired as business managers, do you have a clearly defined contract which outlines responsibilities and expectations?
· Does your contract clearly delineate the criteria required to distinguish a contractor from an employee?
· If the business manager is related to or has a business relationship with a member of the Board of Directors, was the relationship disclosed prior to approval and did the interested director abstain from the discussion and vote? 
Conferences 

· Is there a signed contract with the venue that will host the affiliate’s annual conference?  This contract will typically cover the room block, food and beverage minimums and any additional expenses such as space for exhibits and amenities.  
· Has the contract been presented to the Board of Directors for approval prior to signature?
· Are proposals solicited and reviewed prior to signing contracts for Audiovisual and exhibit services?  
· Is there a clear understanding of any contractual cancellation, damage and attrition clauses?
· Has a budget for the conference been reviewed and adopted by the Board of Directors?
· Are keynote and featured speakers required to sign presentation contracts that clearly delineate what fees and expenses are covered under the contract?
· Does the affiliate have insurance coverage for the conference?
Special Events 

· If special events are held such as family activity days, does the affiliate have sufficient insurance coverage for the event?

· Are memoranda of understanding developed with partners in the event?

· Are considerations for adults/children with disabilities built into the event?  

Insurance 

· Does the affiliate have adequate general liability coverage if maintaining an office?

· Is nonprofit director and officer, association professional liability or other similar insurance maintained?

Membership

· Do the bylaws establish membership criteria? 
· Does the affiliate clearly market membership options to members?
· Is the SECA membership portal prominently displayed on the affiliate website?
· Does the affiliate have a clear explanation of the affiliate membership structure available on its website?
· Does the affiliate maintain membership databases?
· Does the affiliate provide proof of membership?
· Does the affiliate routinely provide membership updates to the SECA office on the schedule dictated by the SECA office if membership databases are maintained in the state? 
Communications 

· Does the affiliate have a regularly scheduled system of communication with members?
· Does the affiliate publish a newsletter/journal?
· Does the affiliate have a designated newsletter/journal editor? 
· Are copies of the newsletter/journal routinely sent to the SECA office to be posted on the Affiliate/Board Resources page of the SECA website?
· Does the affiliate utilize articles and materials published by SECA?
· Does the affiliate ensure that no copyright materials or photos are utilized in its communications without permission of the copyright holder?
· Does the affiliate strive to ensure that no discriminatory or inappropriate material is included in its communications?

· Does the affiliate ensure that all early childhood practice information conforms with DAP? 

Appendix H:  Checklist for State Affiliate Representatives

Have I…

_____Read the Policies and Procedures Manual and SECA History to become familiar Association annually


_____Notified the SECA Office of Affiliate Election results and any other changes in our Board Roster annually
_____Notified SECA Office of Affiliate Board meeting calendar and Annual Conference Information

_____Released any and all information received from SECA office to Board and/or membership

_____Preserved Affiliate Board meeting minutes 

_____Shared SECA Board of Directors minutes with Affiliate Board

_____Notified the SECA Office of Winners of the following awards: (see pages 30 – 36)


___Marian B. Hamilton


___Helen Harley


___Rich Scofield


___President’s Award


___Suggestions for Friend of Children Award


___Suggestions for Outstanding Member Award

___Phil Acord Award

___Glenda Bean Scholarship Award

_____Applied for Janie Humphries Student Leadership Development Fund (Accepted from March 1 through November 30

_____Applied for SECA Student Grant Program (Matching Funds) See Pages 73 - 76 for further information.

_____Informed my Board of Election and Campaign Procedures (Policy Manual pages 37 – 40)

_____Completed Affiliate Representative Report for each SECA Board of Directors meeting as directed by SECA President

_____Discussed with my Affiliate Board the qualifications to be considered before appointing/electing a new Affiliate Representative

_____Contacted the SECA Office regarding SECA promotional materials and merchandise to be used at the Affiliate Annual Conference

_____Contacted necessary people to be included in the program to address attendees as the official SECA Representative and set aside a time to meet with members and potential members to gather and share information

_____Visited local chapters this quarter
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