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Elected Offices/Positions – Duties and Responsibilities

Procedure 2.1

Representatives/Alternates





Original Date:  11/82










Revision Date:  7/02

Section II:  Elected Positions

D. A.  District Respresentatives/Alternates

1. Term of position is 2 years as stated in the San Jose District By-Laws.  Alternates are elected for one year.

2. Duties/Responsibilities

A. Become knowledgeable in District, Chapter and National By-Laws, legislation and areas of concern that effect the delivery of Physical Therapy services and the status of the profession.

B. Attend the District business meetings held immediately prior to Assembly of Representative meetings and assist with discussion of business to come before the Assembly of Representative.

C. Prepare and present motions at Assembly of Representatives meetings as assigned by the Chief Representative.

D. Represent the members of the District on issues presented at Forum, Assembly of Representative meetings and caucuses.

E. Attend first available chapter educational session on Parliamentary Procedure.  

F. Attend the majority of the Business sections at District Meetings to make yourself available to the membership, to recruit input on current issues and to answer questions the membership has about current or past issues.

G. Communicate with other San Jose District members and CPTA Representatives as necessary or as assigned by the Chief Representative to effectively conduct the business of the Assembly of Representatives and represent the District which may include phone calls, membership surveys, clinic presentations.

3.   Duties/Responsibilities of the Alternate Representative

A.  Assume all of the above duties of the Representative in the event that a Representative cannot fulfill the obligations of their position.
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Elected Offices/Positions – Duties/Responsibilities

Procedure #72.2
Nominating Committee





Original Date:  4/82










Revision Date: 7/02
Section II:  Elected Offices Positions

E.  B.  Nominating Committee

1. Term of office – the Nominating Committee members (4) are elected for two year terms which are staggered.  The Nominating Committee chooses its own chairperson

2. Duties/Responsibilities

A. Prepare a slate of candidates for District offices, Nominating Committee and Representatives to the Assembly of Representatives for presentation to the members at the November a fall District meeting.

B. Prepare a slate of candidates for any other position which must be filled by election.

C. Prepare and mail ballots to eligible membership immediately after the November fall District meeting.   Tally and report election results to all nominees, District Chairperson and report election results to membership at first District meeting of the year.  Prepare pre and pos-election reports for Chapter Executive office.

D. Prepare District recommendations for candidates for Chapter and National Nominating Committees by the appropriate deadlines.

E. Provide a means of ascertaining membership interest in serving on committees, holding office, serving as a delegate or representative.  Maintain a list of people interested in serving on committees and make it available to the Executive Committee and committee chairpersons.

F. Schedule meetings as needed to accomplish required business.

G. Give District Secretary a copy of the minutes of each Nominating Committee meeting.  Minutes may be recorded by any member of the Nominating Committee.
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Appointed Positions- Duties/Responsibilities


Procedure # 3.1
Student Affiliate Member Representative/Alternate


Original Date: 11/88










Revision Date: 7/02

Section III: Appointed Positions


A.  Student Affiliate Member Representative/Alternate

1. Term of office is 1 year.  Alternates are also elected for one year.

2. Duties/Responsibilities

A.  Become knowledgeable in District, Chapter and National By-laws, legislation and areas of concern that effect the delivery of physical therapy services and the status of the profession.

B. Attend the District business meetings held immediately prior to Assembly meetings.  Represent the ideas and concerns of Physical Therapist Assistant students.

C. Represent the District at the Assembly of Representatives.  This includes attendance at the Forum which preceeds the Assembly meeting.

D. Assist in the preparation of motions for the Assembly of Representatives meeting as assigned by the Chief Representative.

E. Represent the interests of all members by speaking to issues presented at Forum, Assembly of Representatives meetings and student caucuses.

F. Represent the entire DeAnza PTA program -  establishing/providing communication between the 1st/2nd year classes and the District Chief Representative and DeAnza Liaison, regarding Assembly of Representative business and District activities and scholarships and meetings

G. Alternates are also responsible for all student representative duties in the event the student representataive cannot fulfill the duties.

1. Procedure for Selection of Student Affiliate Representatives/Alternates

A.  The DeAnza liaison will present APTA information to first year class and encourage membership. The liaison will also present information on student representatives, discussing the duties of appointed Representatives and Alternates (September – October)

B.  DeAnza instructors and students will identify and recommend possible candidates for Representative and Alternate and present these names to the Executive Committee for consideration no later than the February Executive Committee meeting.

D.  Executive Committee will approve Student AffiliateRepresentative and Alternate, and send these names to Chapter office for verification.

E.  Student Affiliate Representative and Alternate will serve a one-year term (March – February)
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Appointed Positions- Duties/Responsibilities


Procedure # 3.2

Membership Committee Chairperson




Original Date:










Revision Date:

Section III: Appointed Positions

Membership Committee Chairperson

1. Duties/Responsibilities

A. Develop and implement District Retention and Recruitment plan yearly.

B. Send letters monthly to new and lapsed District members

C. Maintain District’s current membership list.

D. Attend all District meetings and:

1. Conduct sign in procedure

2. Distribute membership applications to non-members

3. Present member special offers

4. Conduct membership raffles

E. Attend all Executive Committee meetins

1. Present report of membership and activities

2. Work with Officers and other committee Chaipersons regarding membership issues

F. Promote District, CPTA, and APTA events of interest via:

1. Newsletter articles

2. Listserves

3. District Meetings

4. Executive Committee meetings

5. Continuing education courses

G. Attend CPTA District Membership Chairperson meeting

H. Disseminate CPTA Member Service Committee information to the Executive Committee and District members

I. Schedule and conduct Membership Committee meetings.
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Appointed Positions- Duties/Responsibilities


Procedure # 3.3

Continuing Education Committee Chairperson


Original Date:










Revision Date:

Section III: Appointed Positions

Continuing Education Committee Chairperson
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Appointed Positions- Duties/Responsibilities


Procedure # 3.4

Newsletter Editor






Original Date:










Revision Date:

Section III: Appointed Positions

Newsletter Editor
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Appointed Positions- Duties/Responsibilities


Procedure # 3.5

Web Site Editor






Original Date:










Revision Date:

Section III: Appointed Positions

Web Site Editor

1. Duties/Responsibilities

A. Manages/edits/recommends/creates all of the pages of the District web site

B. Communicates closely with the Newsletter Editor to ensure consistent and current information/content in the web site and newsletters.

C. Manages/renews the web site domain name and web site IPS.

D. Manages/views/responds to all District e-mails.  Forwards e-mails as needed to Executive Committee members and Committee Chairpersons/members.

E. Manages web site classified ads.  Submits any collected classified ad payments to the District Treasurer.

F. Orients new Web Site Editor.
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Appointed Positions- Duties/Responsibilities


Procedure # 3.6

Video Lending Librarian





Original Date:










Revision Date:

Section III: Appointed Positions

Video Lending Librarian

1. Duties/Responsibilities

A. Checks in/out District video/audio tapes via District meetings/phone requests/mail or e-mail requests.  Finds alternate librarian when unable to attend District meetings.

B. Manages/tracks the video/audio library to ensure return of tapes.  Collects money for tapes lost or not returned.  Forwards any money collected to the District Treasurer.

C. Makes recommendations to the Executive Committee for new tapes for the library.  Purchases approved tapes.

D. Manages/edits/creates all of the forms for the library.  Obtains Executive Committee approval for any procedural changes.
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Appointed Positions- Duties/Responsibilities


Procedure # 3.7

DeAnza Physical Therapist Assistant Program Liaison

Original Date:










Revision Date:

Section III: Appointed Positions

DeAnza Physical Therapist Assistant Program Liaison

1. Duties/Responsibilities

A. Coordinates/schedules presentations annually for the 1st and 2nd year classes on APTA membership and professionalism.

B. Manages/edits/updates the presentations, coordinating with the CPTA membership committee.

C. Communicates regularly with the DeAnza Student Member Representative to ensure the flow of information between the Executive Committee and the students of the DeAnza Physical Therapist Assistant Program.

D. Keeps the DeAnza Physical Therapist Assistant students informed of District scholarships, activities and meetings.
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Appointed Positions- Duties/Responsibilities


Procedure # 3.8

PAC Chair







Original Date:










Revision Date:

Section III: Appointed Positions

PAC Chair

1. Term of office – appointed by the District Chairperson and Executive Committee.  Annually reappointed.

2. Duties and Responsibilities

A. Report to Executive Committee at regular Executive Committee meetings.

B. Attend annual Physical Therapy Legislative Day in Sacramento.

C. Design, implement and coordinate PAC fundraising activities throughout the year.

D. Be familiar with and adhere to CPTA PAC fundraising activity policies and procedures.

E. Attend PAC meeting held at Chapter Annual Conference and Assembly of Representative meetings.

F. Communicate with assigned Government Affairs Committee person identified at District level.

[image: image11.wmf] 

Committees/ Policies and Procedures



Procedure: 4.1
Nominating Committee




Original Date:









Revision Date:

Section III. IV. Committees/Policies and Procedures

Nominating Committee

A.  District Election of Officers, Nominating Committee Members and Representatives to the Assembly of Representatives.

1. Prepare a slate of candidates for District Office, Nominating Committee and Representatives to the Assembly of Representatives

a. The District Procedure Manual has a list of officers/nominating committee members/representatives with their terms of office.  From this can be determined the number of positions to be elected.  In August you receive pre-election information from the Chapter Executive Office verifying this.

b. The Executive Committee should be asked to make recommendations.

c. At District meetings, recommendations from the membership should be requested and copies of the Recommendation of Nominee for Election Form made available.  The deadline for recommendation should be announced.

d. Consents to serve will be obtained from all persons recommended.  These are obtained by the Nominating Committee by personal contact or using the Consent to Serve Form.

e. The most recent membership roster should be used for verifying eligibility.  See Chapter and District Bylaws for provisions on length of membership.  A candidate must be a member in good standing.   The date of this roster will need to be included in the pre-election report.

f. The Nominating Committee develops a slate of candidates for each position using recommendations received and their own recommendations and the Guideline for Selection of Candidates.

g. At the November District meeting the slate of candidates will be announced.  The candidates should be notified prior to the meeting of having been nominated so they can be present and introduced.  Brief biographical information on each candidate should be available to the membership.  Nominations from the floor can be taken at this time.  The person making the nomination must have the nominees consent to serve in writing or the nominee must be present.  At this time the current roster will be checked to verify eligibility.

2. Pre-Election Report

a. This report must be filed at least 10 days prior to and approved before mailing the ballot.

b. If the report is filed before the meeting when the slate is announced then any nominations received from the floor must be reported to the Chapter Executive office by phone and be approved.

c. When this report is approved, mailing labels for the ballot will be sent.  This assures use of an up-to-date set of labels and no one not eligible to vote will receive a ballot.

3. Preparing a Ballot

a. The ballot information includes name and brief biographical data.  See attached sample ballot for format.

b. Affiliate ballots are differentiated by a checkmark in the upper right hand corner.

c. Return date is specified on the ballot.  This should be mid-December to allow for sufficient time for counting and post-election report before the January District meeting.

d. The ballot is a self mailer and collated in the following order:

e. Mailing labels are received from the Chapter Executive Office expressly for the ballot.  These are sent after the Pre-Election report is approved.

4. Tallying and Reporting Results of District Elections

a. The tellers committee is comprised of the members of the Nominating Committee.  One member will read the votes on each ballot.  The other two members will tally the numbers.  If there are discrepancies between the two tallies at the final count the process is repeated rotating roles until they compare.

b. A post-election report will be filed with the Chapter Executive Office.

c. When the post-election report is approved the persons will be declared elected and they should be notified by the Nominating Committee.

d. Results of the election will be announced to the membership at the January District meeting and in the first district mailing of the year.

B.  Recommendations to the California Chapter Nominating Committee for Chapter Board and Nominating Committee Positions.

1. Candiate for Nomination –Recommendation Form and list of positions needing candidates are sent to District/Special Interest Group Chairpersons in the Spring.  These are forwarded to the Nominating Committee.  Guidelines for selection of candidates and information concerning responsibilities and time commitments accompany these.

2. Deadline for receipt of recommendations for Candidates is identified in the memo (it is usually mid-July to August 1)

C.  Recommendations for appointment to Chapter Committees

1. A special form is sent to Districts/Special Interest Group Chairpersons in the Fall.  This is forwarded to the Nominating Committee.

2. Nominating Committee should request from the District Chairperson a copy of the list of Chapter committees, make-up and terms of appointment.  From this can be determined committee vacancies.

3. Recommendations are submitted to the Chapter Board.

4. Deadline for recommendation for appointment to Chapter committees is identified on the form.  (it is usually December).

D.  Recommendations to the California Chapter Nominating Committee for APTA Board of Directors, Nominating Committee and Committees.

1. Recommendations for APTA Board of Directors, Nominating Committee and Committees is made to the Chapter Nominating Committee.  Information regarding positions needing candidates can be obtained from the District Chairperson or the Chapter Executive Office.

2. Deadline for receipt of recommendations is the same as for B.

E.   Recommendations to APTA Nominating Committee for APTA Board of Directors, Nominating Committee and Committees.

1. Recommendations on behalf of the District can be made directly to APTA Nominating Committee using form NC1.  The usual procedure, however, is for districts to make recommendations to the Chapter Nominating Committee who makes recommendations on behalf of the Chapter.  This is probably a stronger recommendation.
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RECOMMENDATION OF NOMINEE FOR ELECTION FORM

Input is required from the San Jose District membership so the San Jose District Nominating Committee will be able to fulfill its responsibilities in selecting for the election an adequate number of qualified candidates for each position.

Instructions:  Complete one copy of this form for each person you are recommending as a nominee for election.  Submit this form to the San Jose District CPTA Nominating Committee and send a copy to the person you are recommending.  The completed form must be received by the San Jose District CPTA Nominating Committee no later than September 30.

Print full name of recommended nominee

Home or work address or name of institution/facility AND telephone

Is recommended as a nominee for election to the position(s) of:

The Nominating Committee will solicit the consent to serve and biographical information from the person you recommend.  He/she will have been an active member for at least one year prior to taking office January 1 and is qualified to execute the duties of the elected position(s) because of the following:

___________________________

Print your full name

___________________________

Signature

___________________________

Date.
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CANDIDATE CONSENT TO SERVE IF NOMINATED FORM

You have been recommended to the San Jose District Nominating Committee for the Position(s) of:

You were recommended by:

Please complete the following and return to the San Jose District Nominating Committee no later than October 30.


I consent to serve if nominated for the above position(s).

I consent to serve if nominated for the above position(s) and would also consent to serve for the following position(s):


________________________________________________________________

I decline to serve for the above position(s).  I would however consent to serve if nominated for the following position(s):


________________________________________________________________


I decline to serve for the above position(s).

______________________________

Print your name

______________________________

Your Signature

______________________________

Date
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Committees/ Policies and Procedures



Procedure: 4.2

Membership Committee




Original Date:









Revision Date:

IV. Committees/Policies and Procedures

Membership Committee 

1. Hold at least 2 meetings per year

2. Review and revise new member welcome letter and lapsed member reminder letter yearly.

3. Develop and oversee District Retention and Recruitment Plan

4. At least 2 members of the committee shall be present at all District meetings

5. Assist Membership Chairperson in their duties as assigned.

[image: image15.wmf] 

Committees/ Policies and Procedures



Procedure: 4.3

Continuing Education Committee



Original Date:









Revision Date:

IV. Committees/Policies and Procedures

Continuing Education Committee 
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Committees/ Policies and Procedures



Procedure: 4.4

Newsletter Committee




Original Date:









Revision Date:

IV. Committees/Policies and Procedures

Newsletter Committee
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Committees/ Policies and Procedures



Procedure: 4.5

Lending Library  





Original Date:









Revision Date:

IV. Committees/Policies and Procedures

Lending Library

A. Lending Library materials and benefits are available ONLY to members of the San Jose District of CPTA

B. Video and audio materials from the Library are checked out for a 14-day period.

C. The required information needed: Name, Address, Phone number, Current APTA membership number, VIS/MASTERCARD number (for deposit purposes only) and materials being requested.

D. Library materials tapes can be returned by:

1. Pre-arranged in-person drop off at a designated site (Volunteer Drop-pff Sites) or,
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