BYLAWS

ARTICLE I – NAME

This organization shall be known as The Jefferson County Association of Educational and Office Professionals (hereinafter referred to as JCAEOP).

ARTICLE II – OBJECTIVES

Section 1
Promote professionalism among members.

Section 2
Provide service and representation to our members
Section 3
Provide recognition to individuals within our membership who have achieved a noteworthy milestone or who have affected or benefited educational and office professionals.

Section 4
Communicate supportive, helpful, advisory information to our members.

Section 5
Encourage continued educational involvement and enrichment through professional growth.

Section 6
Maintain high performance standards by members

Section 7
Provide fellowship within the Association.

Section 8
Advance the interests and status of classified educational and office professionals, (para-educators, ESL tutors, school secretaries, administrative support staff and instructional tutors) referred to as office professionals in Jefferson County Public School District, R-1.

ARTICLE III – MEMBERSHIP

Section 1
All classified, educational office professionals engaged in permanent full time or permanent part time positions in Jefferson County School District R-1 are eligible for active membership in JCAEOP.  Membership is represented by para-educators, ESL tutors, school secretaries, administrative support staff, and instructional tutors.

Section 2
Membership in JCAEOP shall be terminated by resignation or other cause determined by the Executive Board.

ARTICLE IV – REVENUE

Section 1
The amount of dues to be assessed shall be recommended by the Executive Board.  Any change in dues structure shall be voted on by the members at a General Meeting.

Section 2
Dues for active members are payable through monthly payroll deductions.

Section 3
The fiscal year is July 1 through June 30.

ARTICLE V – MEETINGS

Section 1
General membership meetings are held a minimum of two (2) times a year.  Dates and locations will be determined by the Executive Board.
Section 2
Professional Growth inservices may be held in conjunction with general membership business meetings.

Section 3
Special meetings may be called by the President, by a majority of the Executive Board or seven (7) members submitting a request to the President.

Section 4
The Hospitality Committee and the President Elect shall plan and execute the Winter and Spring Awards Banquets.  

Section 5
Fifteen (15) members in good standing shall constitute a quorum for the transaction of business at a General Membership Meeting.

Section 6
General Membership Meetings, as stated in Section 1, may be cancelled or postponed by the President if it is deemed necessary.

ARTICLE VI – NOMINATIONS/ELECTIONS

Section 1
Officers:  The elected officers of JCAEOP shall be President, President Elect, First Vice-President, Second Vice-President, Secretary and Treasurer.  Whenever possible, all those elected to office shall have been an active member of JCAEOP for two (2) years prior to their election and have served as a Committee Chair for one (1) year.

Section 2
Election Procedures


A.
Elections are to be held each spring, no later than April 15.


B.
Nominating Committee/Composition:  The Nominating Committee shall consist of two (2) members appointed by the President with the approval of the Executive Board.  The Chairman shall be designated by the President.


C. 
Nominating Committee Duties:


a.
Present a suggested slate of officers and request additional nominations from the membership, can be done through email or at a general membership meeting.


b.
Ascertain eligibility and willingness to serve.



c.
Design a ballot to be sent to the membership, can be done through email.  A write in vote shall be incorporated into the slate.


D.
Balloting:  Ballots are sent to all members after the slate is identified.


E.
Voting:  Ballots are returned to the Chairman of the Nominating Committee by the deadline date indicated on the ballot.


F.
Tabulation: The Nominating Committee shall tabulate the votes.  The Nominating Committee Chairman shall present the results of the election to the Executive Board.  The newly elected officers will be announced in the JCAEOP publication.


G.
A majority vote elects.

Section 3
Terms of Office

A. Officers are elected for a term of two (2) years with the exception of President and President-Elect who shall serve one year in each position. President-Elect will be on the ballot each year. First Vice President and Secretary will be elected on odd numbered years. Second Vice President and 
Treasurer will be elected on even numbered years.

B. Officers shall assume their duties on July 1.

Section 4
Vacancy in Office
An office vacancy shall be filled by appointment of the Executive Board with the exception of a vacancy in the office of President which shall be filled by the President Elect.  If a vacancy in the office of President Elect occurs within the first three (3) months of the year, nominations will be presented and a ballot sent to the membership to elect a new President Elect. 

ARTICLE VII – DUTIES OF ELECTED OFFICERS

Section 1
President: 

A.     Is the executive officer of JCAEOP. 

B.     Presides over all meetings of the general membership and of the Executive Board. 

C.     Provides agendas for the Executive Board meetings and general membership meetings. 

D.     Appoints the Historian. 

E.     May call special meetings for cause. 

F.     Signs documents for JCAEOP as needed. 

G.     Initiates new procedures with the approval of the Executive Board. 

H.     Has general supervision over all plans for extending, unifying and rendering efficient the work of the association. 

I.      Is a member ex officio of all committees except the Nominating Committee. 

J. Represents JCAEOP on the Classified School Employees Association (hereinafter referred to as CSEA) Executive Board as a voting member.

K. Attends negotiations with the First Vice-President or can appoint another member-at-large.

Section 2
President Elect


A.     Presides in the absence of or at the request of the President.



B.     Assists the President 


C.     Attends CSEA Executive Board meetings as a voting member.

Section 3
First Vice-President 


A.     Is Chairman of the Negotiations Committee. 


B.     Acts as JCAEOP representative to the CSEA Negotiations Committee. 


C.     Presides at the request of the President or the President Elect. 

Section 4
Second Vice-President 


A.     Is Chairman of the Membership Committee. 

B.     Presides in the absence of the President, President-Elect or First Vice-President. 

C.     Maintains current official membership list. Sends welcome/information packets to all new members. 


D.     Attends monthly CSEA Membership Meetings. 

Section 5
Secretary 
A. Keeps a record of all proceedings of the Association and the Executive Board.

B.     Makes minutes of the Executive Board and the general membership meetings available to the membership upon request. 

C.     Is responsible for all records and papers of the Association not otherwise assigned. 

D.     Conducts the correspondence of the Executive Board as directed by the Association. 


E.     Calls the roll when requested. 

F.     Keeps a list of recipients of certificates from the National Association of Educational Office Professionals (hereinafter referred to a NAEOP) Professional Standards Program. 

Section 6
Treasurer 


A.     Is custodian of all funds of the Association. 


B.     Keeps an itemized account of all receipts and disbursements. 

C.     Disburses funds of the Association by order of the Association and The Executive Board. 

D.     Reports the financial status of the Association at each regular business meeting. 

E.     Submits books and records to the Audit and Budget Committees at the end of the term and/or at the request of the Executive Board.  All financial reports shall be kept for seven (7) years. 

ARTICLE VIII – EXECUTIVE BOARD

Section 1
Composition:  The elected and appointed officers, the Immediate Past President and the Chairmen of all Standing Committees and Representatives-at-Large compose the Executive Board. 

Section 2
Meetings: 

A.     The Executive Board shall meet monthly. 

B.     The President may call additional meetings. 

C.     Three (3) members of the Executive Board may request a special a meeting. 

Section 3
Duties: 

A.     Has administrative authority to act for JCAEOP between meetings.  The action is subject to ratification at the subsequent monthly meeting. 

B.     Action taken on expenditures over $250.00 must be approved by the Executive Board. 

C.     Addresses business stated in the meeting agenda. 

D.     Keeps the membership appraised of the accomplishments and ongoing objectives of their organization. 

Section 4
Attendance: 


Officers and Committee Chairmen shall attend and present a report at all meetings of the Executive Board and all general membership meetings.  Board members shall notify the President if they are unable to attend said meetings. 

Section 5
Quorum:  Four (4) elected and two (2) appointed Executive Board members constitute a quorum.

Section 6 
Appointed Officers:

A.     Historian 

  

1.     Appointed by the President. 

 
2.     Records the Association's activities that become a permanent part of the official history of JCAEOP. 

B.    Parliamentarian 

  

1.     The Immediate Past President shall act as Parliamentarian. 

   
2.     Advises the President, the Executive Board and the membership on parliamentary procedure, upon request. 

 
3.     Maintains an up-to-date record of the Bylaws and Standing Rules of the Association and interprets same upon request.

C.
Web Master

1.     Responsible for maintaining JCAEOP website.
ARTICLE IX – COMMITTEES/COMPOSITION AND DUTIES

Section 1
Standing Committees/Composition
A.  The Standing Committees are:  Audit/Budget, Awards/Special Acknowledgments, By-Laws, Cares &Concerns and Hospitality, Grants, Grievance, Membership, Negotiations, Nominating, Professional Growth, Program/Banquet, Publicity, Representatives-at-Large, Scholarship, and Ways and Means.

Standing Committee Chairmen shall be appointed for a term of one (1) year, except for the Negotiations Chairman who shall serve for two (2) years.

Section 2


A.
Audit/Budget

1. The Audit will be conducted by the chairman and at least two (2) members, including an officer other than the Treasurer.

2. Examines the financial records at the conclusion of the fiscal year and presents a report to the Executive Board at the first meeting of the year.

3. The budget will be prepared by the chairman and at least two (2) members including the Treasurer.

4. The budget will be prepared and presented to the Executive Board for approval at the first meeting of the new year.

B. Awards/Special Acknowledgements
1.
Composed of at least three (3) members, including the Chairman.

2.
Responsible for the selection of the recipient(s) of the Jilly Award.

3.
Responsible for the selection of outstanding persons in education outside of JCAEOP, i.e. state and national awards.

4.
Responsible for selection of performance award recipients

5.
Responsible for recognition of PSP recipients

 C.
By-Laws

1. Shall be composed of the Chairman appointed by the President, the President-Elect, and one member appointed by the Chairman from the general membership.

2. Shall review the By-laws and Standing Rules every 5 years or as needed.

3. Shall consider, edit, and/or correlate all proposed amendments to these By-laws and submit them with their recommendations as provided in Article XII of these By-laws.

4. Shall prepare copies of current By-laws and/or proposed revisions for printing and distribution at the direction of the Executive Board.

D. Cares & Concerns, and Hospitality,

1.
Composed of the Chairman and other members as needed.

2.
Sends cards or flowers to members or their immediate families.

3.
Communicates for the association messages of welcome, encouragement, congratulations and celebration.

4.  
Assists Program/Banquet Committee with banquets and other social events.

5.  
Responsible for hospitality at JCAEOP general meetings and in-services
E. Grants

1.     Composed of the chairman and two at-large members.
2. Disperses budgeted funds available for grants to the membership for conference expenses, national conferences, state workshops, professional development classes, and inservice workshops during the year.

3. After the Committee has made a decision regarding the availability of funds, applications for grants shall be advertised to the general membership.

4. All recipients shall submit a written summary to the chairman within 30 days of the funded activity.  Failure to comply will result in forfeiting future eligibility for grants for the ensuing two years.

5. One tuition grant will be awarded per individual per fiscal year except as stated in Standing Rules Section 2 D.

F. Grievance

1. Composed of the chairperson and other members as needed.

2. Represents educational and office professionals in the event of a grievance.

3. Attends scheduled CSEA grievance meetings.

4. Gathers data and has appropriate forms signed and filed.

5. Schedules and conducts Pre-Grievance Conference (Step 1) of the grievance procedure.

6. Reports status of all grievances to JCAEOP Executive Board.

G. Membership

1.
Composed of Second Vice-President as Chairman and other members as needed.

2.
Verifies eligibility of officer candidates and advises Nominating Committee.

3.
Sends packets of information and letter of invitation to join JCAEOP to all eligible educational and office professionals in the Jefferson County School District.

4.
Sends letter of welcome to each new member.

F. H. Negotiations

1.
The First Vice President will act as Chairman.  The First Vice President’s term of office shall be two (2) years.

2.
The Chairman and the President or one (1) member are the Association’s representatives to the CSEA Negotiations committee, one to be from the administrative area and one from the schools, whenever possible.

3.
Solicits input from all educational and office professional members regarding items for negotiations for the successor agreement.


i.
After study, formulates proposals.

ii.
After formulation, proposals are presented to the Executive Board for approval before any other action is taken.

I. Nominations

1. Composed of at least two (2) members as stated in Article VI, Section 2.

2.
Presents slate of offices to the membership, can be done through email, and requests additional nominations from the membership.

3. 
Determines qualifications and eligibility of prospective candidates, as well as willingness to serve the Association.




.

J. Professional Growth

1. Composed of the Chairman and other members as needed.
2. Obtains and makes available to members information regarding professional growth at the local, regional, state and national levels.
3. Assists other committees in promotion of inservice training and professional growth, when requested.
4. Plans and organizes workshops and other professional growth opportunities.
K. Program/Banquet
               1.   Composed of the President Elect as Chairman and other members as needed.

2.
Plans banquets for the year in cooperation with Cares & Concerns and Hospitality Chairman.

3.
Makes necessary contacts regarding banquet programs.

4.
Submits proposed program information to the membership.

L. Publicity
1.
Composed of a Chairman and other members as needed.
2.
Sends publicity to NAEOP publication, CAEOP publication when applicable, and notifies local media of special events.
3.
Produces association newsletter.

M. Representatives-At-Large


1.
A representative from each of the following areas will serve on our Executive Board:  Elementary Secretaries; Middle School Secretaries; High School Secretaries; Educational Services Center Secretary/Technician, Para-Educators; ESL Tutors, and Instructional Tutors.

N.
Scholarship

1. Composed of at least three (3) members, including the Chairman.

2. Sends information and application forms to all Jefferson County High Schools.

3. Designates a deadline for applications.

4. Selects the winner(s) and presents scholarship(s) in the spring of each year.

5. The scholarship amounts and the number of recipients shall be determined by the Executive Board.

O. Ways and Means
1. Composed of the Chairman and other members as needed.

2. Plans fund raising for the Association with the approval of the Executive Board.

ARTICLE X – JCAEOP DELEGATE REPRESENTATION TO NATIONAL CONFERENCES

Section 1      

A.  The President shall be the first delegate to the NAEOP annual conference.


Expenses of the President shall be paid by the Association to the NAEOP annual conference, CEA conference or NEA conference.   If funds are not available for all above conferences, the President may choose 
which conference to attend.  

B. If funds are available, the expenses of the President Elect shall be paid by the Association to the NAEOP annual conference ,CEA conference or NEA conference.   If funds are not available for all above conferences, the President Elect may choose which conference to attend.  

C. Another representative may be appointed if the President or President Elect are unable to attend.

The attendees will present an oral report at the first Executive Board meeting following national conference.

.

ARTICLE XI – AUTHORITY OF PROCEDURE

The parliamentary writings of Henry M. Roberts apply on all questions of procedure and parliamentary law not specified in these By-laws or other rules of the Association.

ARTICLE XII – AMENDMENTS

These Bylaws may be amended at a General Membership Meeting by a 2/3 vote provided that the proposed amendments or revisions were included in the official notice to the membership announcing the General Membership Meeting.
STANDING RULES

Section 1 


A.
ORDER OF BUSINESS

The following order of business will be used for regular business meetings of the Association:


Call to Order


Establishment of Quorum


Minutes


Financial Report


Correspondence


Executive Board Reports/Recommendations


Reports of Officers


Reports of Standing Committees


Reports of Special Committees


Unfinished Business


New Business


Announcements


Adjournment


B.
Before the end of a term, the President appoints an Audit Committee of three (3), one of whom must be an officer, to audit the financial records and at other times as determined necessary by the Executive Board.  This Committee must report to the Executive Board before the books are submitted to a new Treasurer.


C.
Whenever possible, all committees shall have representation of a cross-section of classified employees represented by JCAEOP.


D. 
Prior to the September Executive Board meeting  the President shall call a joint meeting of the incoming and outgoing officers and Committee Chairmen to exchange ideas, recommendations, and files, and to assist the new Board members in assuming their new positions and set the calendar for the ensuing year.

E. 
The incoming President shall select the installing officer for the installation 

F.
At the end of the term, a gift will be presented to the outgoing President.


G.
The Executive Board shall annually review JCAEOP records and files and shall purge information no longer considered pertinent to the association.


H.
In the event of dissolution of JCAEOP, assets shall be dispersed as designated by the membership.

Section 2
POLICY OF EXPENSES

Article IX/Section 2 C sets forth the composition and duties of the Grants Committee.  As stated in the By-Laws, this committee is empowered to act within the limitations of the policies set forth here.

A. Funds raised by Ways and Means projects shall be used for scholarships and grants  approved by the Association.

B. Any JCAEOP member may attend the NAEOP, CEA or NEA annual conference/institute; expenses shall be paid by the member or grants obtained from professional organizations.

C. Having accepted funds, grant recipients are expected to attend all scheduled sessions, whether business or educational.  When this is impossible, grant recipients are expected to reimburse the association.

D. If funds are available and have not been applied for by other eligible members, a member who has received grant funds previously may be considered again.


E.
Duties of Grants Committee



1. The Grants Committee shall disperse and monitor the amount of funds available for grants.


2. Grants Committee shall determine the number of grants to be awarded to members.  The amount of funds allotted shall depend upon the cost of the activities and its relevance to professional growth. 

Section 3 
REPORTS

At the request of the President, each Standing Committee Chairman shall present a report at each Executive Board meeting.

Section 4
POLICY GOVERNING PROFESSIONAL GROWTH CREDIT

The Professional Growth Chairman and/or the President shall be responsible for awarding clock hour credits.  Credits shall be received only for the actual number of clock hours a member attends.

STANDING RULES CHANGES

Standing Rules may be changed by a 2/3 vote of those in attendance at a general membership meeting without previous notice or by a majority vote of those in attendance with at least ten days notice.

Revisions since 1992:

April 2010

April 2003

November 1998

March 1995

November 1992
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