MCEA Committee Structure Template




Adopted 9/9/05

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


b. Ex-officio members: Professional Development Coordinator


c. Who selects: The executive office recruits major professional development event chairs (CE 101, 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.


d. Selection criteria: State conference: past, present and future, Leadership Day and CE 101 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 outstate Minnesota.


e. When selected: primarily September and December


f. Length of term: one year renewable annually.

5. Leadership:


a. Chair


b. Appointment: by president elect

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.

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.


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, 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 generate membership in MCEA.


Promote value of MCEA membership to members and potential members.

