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Policy Title:
Professional Development and Member Services Committee





1. Committee name: Professional Development and Member Services
2. Committee type: Permanent
3. Purpose: The purpose is to assess needs, plan, coordinate and implement professional development activities for MCEA members; recognize outstanding contributions to the association and to the field; identify and develop services that promote membership in the organization
4. Membership: 
a. Number of regular members: 15-20
a. Ex-officio members: Professional Development Coordinator
b. Who selects: The executive office recruits major professional development event chairs, Conference: past, current and future, Leadership Day).  The committee chair(s) select the balance of the committee.  There will be an annual general solicitation of membership conducted by the Professional Development and Member Services Committee.  The MCEA Board will approve all committee member appointments.
c. Selection criteria: State conference: past, present and future, and Leadership Day chairs are automatic members of the committee.  Other committee members volunteer or are members of committees who plan other professional development events.  Corresponding members are encouraged to represent out-state Minnesota.
d. When selected: primarily September and December
e. Length of term: two year renewable 

f. The MCEA Board will approve all committee members annually.

5.   Leadership:

a. Chair recommendation of 2 years being on committee before being appointed to Chair, 2 year commitment as chair 
b. Appointment: by president elect
c. Vice Chair/Secretary: 2 year commitment 

6.   Responsibility of:

a. Chair: facilitate meetings.  Set agendas with Professional Development Coordinator.  Facilitate communication with board regarding Professional Development events.
b. Member: participate in meetings.  Help assess needs, plan and implement professional development activities.
c. Other: Professional Development Coordinator implements professional development activities as recommended by committee and the board. Professional development coordinator assists the committee in implementing professional development activities.
d. Vice Chair/Secretary: Takes meeting notes and will facilitate meetings in place of Chair as needed

7.   Relationship to Board and other committees: 

The Finance Committee, Executive Director and Board set financial targets for the professional Development and Member Services Committee.  The targets are included in the budget, which is adopted by the board in December.  The committee may establish sub-committees to plan and implement committee activities such as CE 101, Annual Conference and Leadership Day.  The committee may also establish sub-committees to plan and implement member services and recognition activities to recognize contributions to the field.  Current sub committees include: Emerging Leaders Network, Adult Community Educators (ACE), Youth Development Leadership Coalition (YDLC), and Awards.
a. Committee progress reports: The Professional Development Coordinator reports to the board quarterly.  The professional development event chairs report to the board on an as-needed basis.
b. Success indicators: established annually and as indicated in the success rubrics of the strategic roadmap.
c. How will success of committee be evaluated

· Member evaluation of events

· Meeting financial targets

· As per success indicators in rubrics.

d. Relationship to other committees:  Chair serves on Leadership Advisory Council and is a member of the finance committee.

8.   Resource allocation:

a. Financial support: Budget requests, with rationale are due to the executive office by September 1 for the following year.  Non-budgeted items will be considered for approval after a formal request is made to the board.  Professional development activities generate revenue for the association.
b. Executive office support: Requests for executive office services (registration, staff development, web services, and graphics/design) must be made via committee chair to the director of the executive office.  The executive office takes registrations, sends out brochures, mailings and reminders for committee events.

9.  Duties/responsibilities of the committee:

· Attend and participate in meetings.
· Plan and execute events in cooperation with executive office.
· Identify professional development needs of membership.
· Develop partnerships with other professional development institutions, agencies, and higher education.
· Develop and implement awards and recognitions for contributors to the field of   Community Education.
· Develop services/incentive that generates membership in MCEA.
· Promote value of MCEA membership to members and potential members.
· Generate revenue to meet the revenue target determined by the board.
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C.
ANNUAL AWARDS






COMMUNITY EDUCATOR (two awards)
One award will be given to an individual from a school district with a population of more than 15,000 and one award will be given to an individual from a school district with a population of less than 15,000.  The Community Educator award is presented to a Community Education director, coordinator or other professional who has:
· Exemplified, promoted and supported the Community Education concept and philosophy within his/her community.
· Made a significant contribution to the growth and advancement of community education outside his/her district.
COMMUNITY CONTRIBUTION     
Presented to an individual who has provided invaluable support to community education in his/her own district.  Possible nominees could be, but are not limited to the following examples:
· Custodian
· Secretary
· School Board Member
· Community Education Instructor
· Coordinator or Manager working as a specialist in the areas of;
      ABE/ECFE/SACC/Adults w/Disabilities/Enrichment /Youth Development

EMERGING LEADER RECOGNITION
Nominee should be relatively new to their respective leadership position.

The Recognition will be given to an individual who:

· Has demonstrated the attributes of leadership and involvement with MCEA
· Has exemplified, promoted and supported MCEA and its mission and vision
· Has demonstrated the attributes of leadership and involvement within his/her local community ed. Program
· Has exemplified, promoted and supported his/her local community ed. program

YOUTH CONTRIBUTION The Youth Contribution Award is presented to young persons between the ages of 13 and 21 who have:
· Made outstanding contributions to their communities in the areas of community development and community service.
· Have also advanced the mission of citizen involvement and lifelong learning in their school or community.
MULTICULTURAL LEADERSHIP AND INVOLVEMENT
Presented to an individual, agency, organization or institution that has promoted multicultural inclusion and leadership within Community Education.
OUTSTANDING ADVISORY COUNCIL MEMBER
Presented to a past or present Community Education advisory council member for outstanding service to Community Education.

OUTSTANDING ORGANIZATION
Presented to a group, organization, advisory council, business or agency that exemplifies or supports the Community Education philosophy.
PROJECT AWARDS
Presented to outstanding projects that have exemplified the concept of
Community Education.  A project is either a one-time event or an ongoing activity that is associated with a Community Education program.
In an effort to further recognize many deserving projects statewide; all projects receiving 80% of the allotted points will receive a project award.  A member of the Board of Directors or a member of the Awards Committee will present project Awards, at a local school board or advisory council meeting.  This creates an opportunity for our members to receive local attention, while providing MCEA the ability to present itself as a statewide organization.
Additionally, award recipients will be asked to share their award winning project with other community educators at the annual conference as a presenter, round table discussion or by setting up an exhibit booth.   Winners will also be asked to contribute a summary of their winning project to the Scene Magazine and will be listed in the award banquet brochure.

ANNUAL CONFERENCE GUIDELINES (responsibilities and timing)
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	Guideline
	Who
	When  

	1. Choose Conference Co-Chairs 
	Exec. Director
	16 months. ahead

	2. Provide training and materials for co-chairs 
	Prof Dev. Coord
	15 months ahead

	3. Determine Annual Conference Committee Structure 

a. Job descriptions 

b. Meeting schedule 

c. Sub-committees 

d. Develop timeline 
	Co-chairs 
	14 mos. ahead

	4. Recruit and convene Planning Committee to:

a. Decide on theme/logo,

b. Develop promotion for upcoming conference 

c. Review structure in #3

d. Carry out functions as listed below.                      
	Co-chairs with planning team
	10 mos. ahead

	5. Recommend for approval to the MCEA Board: 

a. Location (already set by MCEA Exec, Office)

b. Budget (revised) and Fees (early bird and regular)
c. Any fundraising activities
	Co-chairs
	9-10 months ahead

	6.  When dealing with the hotel/meeting facilities be sure to include the following in the bid:

a. Room rates (Same rate 1-4 in room) 

b. Meeting Rooms

· Board meeting room if needed

· Workshop rooms (8-10 rooms gen. needed)

· General session room

· Banquet/dance space

· Leadership Days
· Delegate Assembly 
c. Pre-banquet social (cash bar) 

d. Exhibit area

e. Menus (Be sure to be sensitive to specific dietary needs/eating trends. Be sure to promote options.)
	Exec. Office, Manager with Prof. Devel. Coord. 
Committee with Prof. Dev. Coord.
	12 months ahead

9-10 months ahead

	7. Determine Keynote speakers and workshop presenters,                  
a. Define expectations clearly.
b. Make sure all speakers know what MCEA is and who is in the audience,
c. It has been practice to pay the keynote speaker   for the Legacy Luncheon a $500 honorarium or provide a comp. room if from outside MCEA. Get all contracts pre-approved by MCEA Board after Exec, Office and co-chairs have reviewed and approved.


	Committee
	8 months ahead

	8. Approve all bills to be turned into MCEA Office treasurer with supporting paperwork

a. All registration money flows through MCEA Executive Office
b. Assures meeting location and keynote speakers, etc., are reimbursed after providing service and that requests for pre-pay checks are handled early.
	Committee  treasurer/co-chair

Co-chairs/Exec. office
	Ongoing

	10. Provide a special promotional brochure, which should include a picture of speakers and overview of the program topics,
            a.     Program/speaker information

             b.    Meeting dates
              c.     Meeting location with room reservation info

           d     Meeting Schedule
           e     Attendee cost
            f.     Directions
            g.    Registration form includes membership form.

            h.    Early Bird Deadline if it will be offered
             i.     Cancellation policy (See policy C-7)
	
	5 months ahead

(mail end of month or e-mail)

	11.   MCEA office and president should proof program before it is mailed out. 
	Exec. Office and MCEA President
	5-6 months ahead

	12.  Protocol to be considered in planning:

a. Determine at what event MCEA President will preside over, 

b. Determine when and where the President-Elect presides over

c. MCEA President always does the welcome letter to the conference
d. Consider other protocols appropriate for the event,
	
	6 months ahead

	13. Participant evaluations are compiled and shared with this year’s and next year’s committees 
	Exec. Office
	2 months after

	13. Write thank you notes to keynote speakers and workshop presenters on behalf of the association.
	Committee
	1 month after

	14. Evaluate the conference process and submit a conference notebook and/or disk with electronic files to the MCEA office.
	Committee 

Co-chairs
	2 months after



	15. Present a final report with recommendations to Board
	Co-chairs
	2-3 months after


**NOTE


A.
MCEA does not pay for alcohol.


B.
Committee member’s mileage, lodging, meals, or registration fees are not 



paid for by the association.

B.       Invocation, if used, should be non-denominational.

C.       MCEA shall give complimentary rooms, in the following order, to MCEA

Office (3), the Conference Co-Chairs (2), and President (1).  All additional complimentary rooms must not be at a cost to MCEA.  Complimentary rooms can be a part of contracts with speakers and presenters.  

Also, refer to cancellation policy number C-9.
