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ILLINOISASSOCIATION FOR CAREER AND TECHNICAL EDUCATION

POLICY AND PROCEDURES

|. GOVERNING BODY AND OFFICERS

Section 1-1  Organization and Function

1-1-1.

1-1-2.

1-1-3.

1-1-4.

The Board of Directors of the IACTE shall consist of those described in the Association Bylaws. The
powers and duties of the Executive Committee shall be those defined in the Illinois Association for
Career and Technical Education Constitution and Bylaws.

TheBoard of Directors shall have the power to appoint the Executive Director and designate theterms
of employment and compensation.

The President, with the approval of the board, shall appoint aboard member to each task forceto serve
as aliaison member of that task force.

Thenormal proceduresfor adoption of an IACTE policy isthat it shall beinitialy read for approval at a
meeting of the Board of Directorsto betabled at that meeting and formally approved and adopted at the
next meeting.

Section 1-2  Structure

1-2-1.

1-2-2.

1-2-3.

1-2-4.

1-2-5.

The Board of Directors shall consist of the IACTE President, the IACTE President-Elect, IACTE
Secretary, IACTE Treasurer, IACTE Past-President, |ACTE Executive Director (ex-officio), Presidents
and President-Elects of the affiliates, appointed Liaisons and Chairpersons of standing and appointed
task forcesfor the IACTE. ArticleV, Section 1, Part B of the Bylaws specifies the voting procedures
for the Board of Directors.

All members of the IACTE Board of Directors shall be IACTE membersin good standing.

The Executive Committee shall consist of the IACTE President, IACTE President-Elect, IACTE Past-
President, IACTE Secretary, IACTE Treasurer and the IACTE Executive Director (ex-officio).

The Executive Committee shall be empowered to act in place of the Board of Directors in urgent
situations.

A guorum must be present before any businessistransacted. A quorum consists of amajority of the
Executive Committee membership.

Filling of IACTE office vacanciesrefer to IACTE Bylaws, Article VI, Section 3.
To facilitate the activities of the Board of Directors, task forces may be appointed as needed.

The duties of each IACTE officer and IACTE task force are outlined in this Handbook and should be
used as guidelines by each officer and task force.
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Section 1-3  Responsibilities

1-3-1.

1-3-2.

1-3-3.

The Board of Directors shall congtitute the administrative body of the Association for Career and
Technical Education, and its principle duties shall beto set policy and givedirection to the Association.

The Board of Directors shall carry out the policies of the Association and speak on its behalf when
representing the Association. When representing the Illinois Association for Career and Technical
Education, members of the Board of Directors shall follow the policiesof the Association and adopt the
concepts that are generally accepted by the membership.

When a member assumes the responsibility of membership on the IACTE Board of Directors, the
professional responsibility extends beyond that of the normal |ACTE membership and thusthe member
shall assume additional responsibilities including those of attendance at meetings representing the
Association, aswell as other tasks, which may from timeto time arisein carrying out the duties of this
office.

Section 1-4  Association Officers

1-4-1.

A.

Duties of the President

Call and preside over all meetings of the |lACTE Board of Directorsand |ACTE Executive Committee.
Prepare the agenda for the IACTE Executive Committee and IACTE Board of Directors meetings.
Preside at all business and professional meetings of the Association.

Provide leadership in carrying out the yearly strategic plan.

Exercise general supervision of the annua budget.

Sign al vouchers for payment of expenses incurred by the IACTE Board of Directors, task force
members, and staff.

Keep in close contact with the ACTE National Headquarters office and make arrangementsfor carrying
out the action program determined by the Association for Career and Technical Education.

Exercise general supervision over the activities of the Executive Director.

With the approval of the board, appoint IACTE membersto chair task forces and establish special task
forces as deemed necessary.

Servein the ACTE House of Delegates as chairperson of the Illinois delegation.

. Personally participate in activities organized at the regional level of ACTE.

Assume responsibility for planning and conducting the IACTE Leadership Seminar.
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M. Cooperatewith the President-Elect in instructing task force chairpersons about their assignments, assist
themin carrying out their tasks, and check with the task force during the year to assure progressisbeing
made.

N. Providedirection for theimplementation of the Annua IACTE Program of Work in cooperation with
the IACTE Board of Directors.

O. Provide articles for each of the IACTE Newd etters.

P. Follow the procedures as defined in the IACTE Bylaws.

Q. The President of the lllinois Association for Career and Technical Education shall be given
discretionary decision-making authority normally vested with the Board of Directors which may be

exercised when consultation with the Board of Directorsisnot practical duetotimeor other congtraints.

R. The annua Governor's Proclamation of Career and Technical Education Week, if executed, will be
awarded to the President of the Association.

S. All positionson the IACTE Board of Directors, other than those elected by affiliates, are to be named
and submitted to the Board for approva by the first meeting of the Board following the IACTE
Convention.

1-4-2. Duties of the President-Elect

A. Inthe absence of the President, assume the duties of the office.

B. Act asan ex-officio member of al task forces.

C. Cooperate with the President in instructing task force chairpersons and task force members about their
assignments, assist them in carrying out their tasks, and check with the task force during the year to
assure that progress is being made.

D. Serveasan IACTE Representative to the ACTE Delegate Assembly.

E. Serveaschairperson of the Strategic Plan Task Force.

F. Serve as Chairperson and assist the Executive Director in planning and executing the annual IACTE
conference and workshops.

G. Personaly participate in activities organized at the regional level of ACTE.
H. Participate in the annual IACTE Leadership Seminar.

I.  Follow the procedures as defined in the IACTE Bylaws.

J. Serve asamember of the IACTE Executive Committee.

1-4-3. Duties of the Secretary

A. Keep minutes, in permanent record form, of all meetings of the Association and the Board of Directors,
and provide a copy of the minutes to the IACTE office within two (2) weeks following the meeting.
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B. Keepasystematicfile of al records, lists of task forces, reports, etc. to be passed on from year to year.

C. Become thoroughly familiar with duties of the office and past activities of the Association through
conferences with the former Secretary and study of the Association's permanent records.

D. Serveasan IACTE Representative to the ACTE Delegate Assembly when budget allows.

E. Participate in the annual IACTE Leadership Seminar.

F. Follow the procedures as defined in the IACTE Bylaws.

G. Determine, with the Executive Director, the number of delegatesfor each affiliate at theannua IACTE
House of Delegatesmeeting (Re: ArticleV, Section |11, A and B of the IACTE Bylaws) and determine
afunctional seating arrangement.

H. Chair the Policy and Procedures Handbook task force.

I. Serve asamember of the IACTE Executive Committee.

J. Beresponsible for on-site registration at the annual IACTE conference.

1-4-4. Duties of the Treasurer

A. Keep financia records of the Association in permanent record form.
B. Keep record of al income from dues, in addition to donations and other income sources.

C. Dishurseandinvest funds of the Association as authorized by the Board of Directors and keep records
of al receipts and expenditures.

D. An audit of the Treasurer's books shall be conducted within a period of five (5) months following the
close of each fiscal year. The auditor may be selected by the Treasurer with approval of the Board of
Directors, but must be aqualified Certified Public Accountant familiar with standard audit procedures
for tax exempt (IRS501C3) organizations.

E. Establish a petty cash account of Two Hundred Dollars ($200) to be placed in the possession of the
Executive Director for such items normally associated with petty cash expenditures. This shall be
replenished as needed based upon approved vouchers to control petty cash distribution.

F. Preparefinancial reportsto be presented at each IACTE Executive Committee and Board of Directors
meeting.

G. Maintain acurrent balancefor each budget item of the Association in correspondence to the checkbook.

H. Becomethoroughly familiar with the duties of the Treasurer and with past activities of the Association
through conferenceswith the former Treasurer and study of the Association's payment financial records.

I.  Maintain the bondedness of the office of IACTE Treasurer.

J.  Approve al payments submitted by the IACTE office prior to actual payment by the office. All bills
will be paid twice monthly.
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G.

H.

Overseefiling of al required state and federal reports.

Participate in the annual IACTE Leadership Seminar.

. Follow the procedures as defined in the IACTE Bylaws.

Serve as amember of the IACTE Executive Committee.

Duties of the Past-President

Assist and guide the President in carrying out hisher duties.

Serve as amember of the IACTE Executive Committee.

Serve as a consultant on the Strategic Plan.

Serve as an IACTE representative to the ACTE Delegate Assembly when budget allows.
Participate in the annual IACTE Leadership Seminar.

Follow the procedures as defined in the IACTE Bylaws.

Preside in the absences of both President and President-Elect.

Serve as chairperson of the IACTE Awards task force.

Section 1-5  Executive Director (Adopted, February, 1997)

The basic function of the Executive Director is to serve as the chief operational officer of the Association
responsible for the organization and coordination of day-to-day activities, supervision of staff, and
communication between and among members, affiliates and the Board of Directors. The Executive Director

shall be responsible to the Board of Directors, represented by the Executive Committee.

1-5-1.

The following job description assumes the role of Executive Director of the Association to be one of
providing leadership and direction. Accomplishment of specific responsibilities may be the result of
coordinating the work and staff and volunteersrather than the personal performance of the specific job

function.

. Provide Board of Directors operational support
1. Prepare materias for Board of Directors meetings, attend and participate in scheduled meetings.

2. ProvidetheBoard of Directorswith information, reports, and recommendationsrel ative to matters

requiring Board action.

3. Implement policies of the Board of Directors, prepare new and/or revised policy(s) for Board

action.

4. Maintain awareness of and inform Board of Directorsof all federal and state rules, regulations and

funding requirements.

5. Provide leadership and direction for the organization.
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6.

Supervise the day to day operation of the organizational programs and services.

B. Manage budgeting and financia function

1.

2.

3.

4.

Establish and maintain efficient proceduresand controlsfor all expendituresof organizational funds
subject to Board approval.

Maintain necessary financia records required for auditing purposes.
Provide quarterly financial summary to Board of Directors under direction of Board treasurer.

Provide leadership and direction for financia stability of the organization.

C. Manage personnel

1.

2.

3.

4.

Provide direct supervision for efficient use of staff and purchased services.
Provide for annual evaluations of staff as per state and local guidelines.
Confer with Board of Directors regarding staff performance.

Take responsibility for hiring and/or dismissal of staff.

D. Maintain appropriate communications

1.

2.

4.

5.

Publish a scheduled magazine/newdl etter and distribute to the membership.

Keep Board of Directors and Officersinformed of issuesand concerns of importanceto career and
technical education.

Develop and distribute position papers and publicity releases on issues of importanceto career and
technical education.

Represent IACTE and attend task force meetings and affiliate conferences when feasible.

Work with the Public Relations task force to enhance the image of IACTE.

E. Monitor state and federal legidlation

1.

2.

Obtain, interpret and transmit legidlative information to the Board, Officers, and membership.
Advise the Board, Officers and members as to appropriate responses to proposed legislation.

Identify and become acquainted with key policy makersand inform them of the goals of career and
technical education.

Work closely with the Public Information Committee on proposed legidation, information,
membership, and planning legidlative activities.

F. Develop, promote and serve membership

1.

Maintain and process accurate membership records.
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2. Serveasaresource for affiliate membership chairs.
3. Promote and coordinate membership services.
4. Anayze and evaluate membership activities and services.

5. Annualy process incorporation papers of the Association and submit appropriate papers to the
President and then the Treasurer for payment to the lllinois Secretary of State.

G. Coordinate the planning of the annual meeting/convention and other meetings, workshops and/or
inservices

1. Provide support service to members serving on convention planning task force.
2. Coordinate the offering of seminars and workshops with affiliate organizations.
3. Effectively administer appropriate contracts.
4. Arrangefor the printing of necessary publicity and program materials.
5. Conduct seminars and inservices for affiliates and other groups when asked.

H. Act asliaison with other associations and organizations

1. Represent the association when such representation will further the goals of the association or
career and technical education.

2. Serveasliaison with the Association for Career and Technical Education.

3. Develop liaison relationships with other associations/groups which will further the goals of the
association or career and technical education.

4. Maintain liaison relationship with career and technical youth organizations.

I. Other items as deemed necessary

1-5-2. Evaluation Procedure (Amended Nov. 19, 2005)

A. Evaluation of the Executive Director shall occur on an annual basis utilizing the eval uation instrument
in Appendix 5. Theevaluation instrument will be distributed at the winter board meeting and collected
within forty-five calendar days of the meeting. The Executive Board will meet with the Executive
Director to discuss the evaluation before presentation to the general board.

B. Anevauation summary will be presented to the Board of Directorsat the Spring Board M eeting and the

Executive Director will be asked to give aself-eval uation report and comment rel ative to the provisions
requested or desired in anew contract.
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[I. OPERATIONAL POLICY

Section 2-1  Mestings

2-1-1.

2-1-2.

2-1-3.

2-1-4.

2-1-5.

2-1-6.

2-1-7.

Thelllinois Association for Career and Technical Education Board of Directors will normally meet at
least four (4) times ayear.

Specia meetings of the Board of Directors may be called by the President or at the joint request of the
majority of the members of the Board. At least ten (10) dayswritten notice shall be given al members
of the Board of Directors for any special meeting.

Mestings of the Board of Directors shall be open to all members of the lllinois Association for Career
and Technical Education.

A quorum is necessary for the transaction of business. A quorum shall consist of the majority of both
the Affiliate Presidents or Appointees (five out of nine) and the Officers (three out of five).

The Executive Director shall attend all meetings of the Board of Directors.
The Secretary shall be responsible for the distribution of the minutes of all Board meetings.
Thenormal proceduresfor adoption of an IACTE policy isthat it shall beinitially read for approval at a

meeting of the Board of Directorsto be tabled at that meeting and formally approved and adopted at the
next meeting.

Section 2-2  Standing Rules

2-2-1.

A.

2-2-2.

B.

Board Composition - The Board of Directors shall be composed of the following members:
Voting Board Members

1. FivelACTE Officers. President, Past President, President-Elect, Secretary, and Treasurer
2. The presidents or appointees of each Affiliate

Board Liaisons

1. NinelACTE Affiliate Vice Presidents/Presidents-Elect

2. Eleven Task Force Chairpersons

3. Liaisons approved by the voting members of the IACTE Board of Directors

4, Others as appointed by the President with approval of the IACTE Board of Directors
Motioning Procedure

A motion may be offered by any member of the|ACTE Board of Directors except the President (unless
he/she relinquishes the Chair to the next appropriate officer).

The Motion should not be negative in nature.
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2-2-3.

2-2-4.

Each member who offersamotion shall be given thefirst opportunity to explain theintent of the motion
to the Board of Directors.

A member who has moved a motion shall not speak against the motion.

Discussion Procedure

All voting and liaison members of the IACTE Board of Directors shall have discussion privileges and
are encouraged to participate in the discussion of IACTE business upon being recognized by the

President.

The time limit on each agenda item shall be no more than fifteen (15) minutes unless the Board of
Directors votes to suspend the rule and continue discussion on the agendaitem.

Comments from non-Board members may be made during the designated "comments from visitors'
portion of the agenda. Comments are limited to five (5) minutes. Only one person may speak on any
given subject.

Voting Procedure

. All voting Board members each have one vote.

The President may vote only to break atie.

A quorum must be present before any businessistransacted. A quorum consists of amajority of both
the Affiliate Presidents (five out of nine) and the Officers (three out of five).

Section 2-3  Travel

2-3-1.

2-3-2.

2-3-3.

2-3-4.

2-3-5.

The Board of Directors' travel expenses are reimbursed at the rates established annually during the
budgeting process.

The Executive Director'stravel expenses are reimbursed at the state rate in effect at thetime of travel.
Reimbursement requests for travel must be accompanied by appropriate vouchers and receipts.
Travel expenses to the annual ACTE Convention, ACTE Policy Seminar, and ACTE Region IlI
L eadership conference will be paid by IACTE for the Executive Committee and the Executive Director
at rates to be established annually.

Travel expenses to the ACTE Policy Seminar will be paid for one Public Information Chairperson or
task force designate at rates to be established annually.

Affiliate officers, when requested by either the IACTE President or the Executive Director to represent
the Association at meetings, will be reimbursed from the lACTE treasury and not from affiliate budgets.

Section 2-4  Professional Staff

2-4-1.

2-4-2.

The professional staff shall consist of the Executive Director, administrative assistant/clerical staff, and
consultants.

Duties will be defined and evaluated by the Executive Director.
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Section 2-5  Retirement Provisions

2-5-1.

All regular employees of IACTE shall be covered by the Social Security benefits as required by law.

Section 2-6  Employee Grievance

2-6-1.

Any employee grievance (except Executive Director) should be resolved between the employee and the
Executive Director. If such grievance is not resolved, the aggrieved may apped to the Executive
Committee by submitting the grievance in writing to the President of IACTE, who shall present said
grievance to the Executive Committee within 10 days. Grievances by the Executive Director shall be
submitted in writing to the President who shall present the grievanceto the Executive Committee within
10 days. Unresolved grievances will be appeded to the Board of Directors at the next regularly
scheduled meeting.

Section 2-7  Annual Budget

2-7-1.

2-7-2.

2-7-3.

The proposed annual budget shall be prepared by the |ACTE Executive Committee and approved by the
IACTE Board of Directors.

Theannual budget shall be reviewed by the Executive Committee quarterly with necessary adaptations
brought to the Board of Directors for approval.

Necessary expendituresin excess of the annual budget, including reserve funds, requirethe approval of
the Board of Directors.

Section 2-8  Investments

2-8-1.

A.

2-8-2.

The Treasurer shall be charged with the responsibility for investing Association funds.

The Treasurer shall select the banks in which Association funds are deposited, provided that all such
banks shall have Federal Deposit Insurance Corporation protection and that reasonable effort ismadeto
keep total depositsin any one bank within the limits of such protection at all times.

The Treasurer shall invest balances of current funds, in excess of immediate needs, in federally-insured
depositories.

The Treasurer shall invest all Association reserve fundsand life membership fundsin federally insured
depositories of U.S. Government bonds and treasury notes and other investments of similar types.

Joy Jansen Memoria Fund

Joy Jansen, first Executive Secretary of the Illinois Association for Career and Technical Education
(IACTE), has established this fund with the express purpose of supporting the association in its
legidlative advocacy efforts.

The funds are to be deposited in an interest-bearing account at the direction of the IACTE board.
The interest, and only the interest, earned from this fund is to be used to support legidlative
advocacy efforts. The origina deposit may be reinvested from time-to-time, however the reinvested
amount must be at least equal to the original invested amount.

The |ACTE board of directorswill have full and total control of the use of the interest earned from
thisfund. The IACTE Public Information/Legislation committee will meet annually, normally at
the annua conference, to formulate recommendations for the use of these funds. These
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recommendations will be presented to the full IACTE board of directors who will approve by
majority vote the use of these funds.

Theinterest earned from this fund may be used to support any legal political advocacy effort of the
association. Uses of the interest may include, but not be limited to, assisting IACTE membersin
attending functions such asthe IACTE legidative day in Springfield, the Association for Career and
Technical Education National Policy Seminar, other state and national meetings that focus on
legidative issues, and other activities as approved by the IACTE board. Theinterest may also be
used for IACTE expensesrelated to the IACTE legidative days or other political advocacy
initiatives of the association. Such expenses may include, but not be limited to, refreshments at a
function, promotional expenses, rental expenses, and other expenses as approved by the IACTE
board.

The IACTE board will offer members and nonmembers opportunities to contribute to the principle
amount of thisfund. All such contributions will be deposited in an interest-bearing account and
will be treated in the same manner as the original funds.

Section 2-9  Disbursement of Funds

2-9-1. The Treasurer is responsible for al IACTE funds and is the only person other than the Executive
Director eligibleto sign checks. The Executive Director's check signing authority isonly authorizedin
extreme emergencies in the event of incapacitation or unavailability of the Treasurer.

2-9-2. Expense vouchers submitted by Board members or other persons assigned tasks associated with the
IACTE must be signed by the person submitting the voucher and the President before payment is
processed and paid by the Treasurer.

2-9-3. Duespaidto IACTE and ACTE for asecond timein one membership year by the membership are | eft
in the genera funds of the IACTE unless arefund is requested by the member.

2-9-4. ThelACTE shall secureabond for the Treasurer in an amount greater than the average maximum assets
usually held in convertible accounts.

Section 2-10 Protection of Funds and Property

2-10-1. All Association accounts shall be audited annually by a CPA.

2-10-2. A surety bond shall be carried for the Treasurer.

2-10-3. Insurance coverage on office property, office robbery and burglary, workmen's compensation, surety
bonds and such other insurance coverage as seems necessary, shall be provided on the recommendation

of the Executive Committee. The Executive Director will maintain an accurate inventory of theinsured
property of IACTE at all times.

2-10-4. The Executive Committee will authorize the Treasurer to open necessary banking or savings accounts
needed for funds received by the Association to carry on its activities.

Section 2-11 Annual Dues

2-11-1. IACTE dues are established in accordance with the Constitution (Bylaws Article X11) for afiscal year,
beginning July 1 and ending on June 30. The membership year shall begin with the payment of dues.
The membership year will extend for one calendar year ending on thelast day of themonth in which the
initial dues were received. IACTE will honor membership year anniversary dates requested by
individual affiliate organizations for their members. Two hundred (200) Life Memberships in the
Illinois Association for Career and Technica Education are available to the membership. Life
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Membership isequal to twenty (20) times the active dues amount. Payment can be made in one lump
sum or three (3) installments due the first three (3) years after application. Additional procedures are
outlined in Section VI of this document.

Section 2-12 Mailing Lists

2-12-1. No lllinois Association for Career and Technical Education mailing lists or labels will be distributed
free of charge. State and federal agenciesand other group requests will be analyzed on their individual
merits by thelllinois Association for Career and Technical Education officers, but it isthe desire of the
Board to recapture costs in amost all instances. The fee for labels will be set at the annual Board
reorganization meeting.

Section 2-13 Official Emblem

2-13-1. Theofficial lllinois Association for Career and Technica Education emblemisdepicted in Appendix 2.
The official emblem isapproved by the Board of Directors and may be changed in accordance with the
same procedures used to modify the Policy and Procedures. See 1-1-4.

Section 2-14 Organizationa Chart

2-14-1 TheOrganizational Chart of the lllinois Association for Career and Technical Educationisdepictedin
Appendix 3.

Section 2-15 Sexua Harassment Policy
2-15-1 The Sexua Harassment Policy isfound in Appendix 8.

Section 2-16 Conflict of Interest Policy
2-16-1 The Conflict of Interest Policy isfound in Appendix 9.
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I11. CONFERENCE

Section 3-1  Conference Planning Task Force

3-1-1.

A.

3-1-2.

3-1-3.

3-1-4.

3-1-5.

3-1-6.

Conference Planning Task Force

President-Elects of affiliates, in cooperation with their respective state supervisors, will plan and
develop the seminars and workshops for their respective affiliate. The affiliate programs will be
submitted for inclusion in the conference program. Affiliate Presidentswill beresponsiblefor planning
and submitting programs for their affiliate meetings.

The Executive Director shall be responsible for the coordination of the conference program.

The annua IACTE Conference shall be held at such time and place as approved by the Board of
Directors.

The Conference Planning Task Force shall be responsiblefor planning for the general session programs.
These sessions shall include the opening session luncheon and closing session.

The Executive Committee of the Illinois Association for Career and Technical Education shall be
responsible for planning the annual House of Delegates meeting.

The Executive Director shall beresponsible for the overall arrangement for the conference and serve as
local conference chairperson.

The Executive Director or his’her designee will be responsible for:

. Registration

1. Seethat written guidelines of lists are available at the registration desk asto who is or is not to
attend the conference as guests, exhibitors, students, or spouses.

2. Hold a briefing session with the representatives from each affiliate who are responsible for the
affiliate's registration.

3. Maintain an accurate listing of pre-registered individuals by affiliate.

4, Keep dl pre-registration forms and take to conference as a precaution for not having a packet for
someone.

5. Hold pre-registration forms until the first board meeting following the conference.

6. Prepareapre-registration form that conformswith the |ACTE Attendance Record. Include school
name on the form so this may be typed on name tags.

7. Seethat the registration desk is posted with identifying placards -- affiliate registration, dues, and
meal charges.

8. Secure an accurate listing of the names of the exhibitors from the Commercial Exhibits
Chairperson.
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9. Provide receipts, on request, to registrants and include receipts in conference packets.

10. Arrange to have printing equipment and a calculator at the registration area throughout the
registration period.

11. Secure and coordinate work of typists at registration desk.
12. Arrange to have two tables, somewhat removed from the immediate registration area to allow
university representatives to accommodate those persons seeking university credit for successful

workshop attendance.

13. Provide a summary sheet for registrations, which will be collected at the end of each day of the
conference.

B. Name Badges

1. Seethat all name badges give the name of the person and the school or business that he/she
represents.

2. Type up badges, which are placed in the plastic cases at the time conference packets are stuffed.
3. Prepare speakers badges, which arethen given to affiliate registration chairpersonsfor distribution.

4. Prepare exhibitors badges, which are given to the Commercia Exhibits Chairperson for
distribution.

C. Publicity

1. Arrangeto haveany materials and/or equipment donated for use at the conference acknowledged by
formal announcement at a general session and afollow-up letter after the conference.

2. See that the pre-registration form or copy is made available to the affiliates for insertion or
publication in their newdetters and the IACTE Newd etters.

D. Packets

1. Secure conference packetswith approval of President and prepare packets of materialsto beissued
at pre-registration desk.

2. Gather information concerning city where conferenceisbeing held and have availableto "stuff" in
registration packets on the eve of the conference. Contact local Chamber of Commerce, etc.

3. Assigt in the preparation of IACTE conference packets to contain necessary information. This
should bedoneintheregistration areano later than the last evening before the conference. Contact
the registration chairperson and make the necessary arrangements to have the room set-up prior to
thistime.

4. Assembleany extraregistration materials, programs, etc. in onelocation in the registration areafor
easy access if they are needed. This should be in a secure position.

5. Stuff ticketsfor affiliate luncheonsin pre-registration packets for those who have purchased them.
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6. Organize and oversee the distribution of pre-registration packets at the conference.
E. Security

1. Arrange security for al materials and equipment in the registration area.

2. Arrange security for commercial exhibit area.
F. Permanent Record

1. Maintain apermanent record of the activities of the task force, report to the Board of Directors, and
file an annual summary with the IACTE Secretary.

G. On Site
1. Secure or develop afloor plan of meeting rooms and their location in the conference facilities.
2. Determine size of each room and itsfacilities.
3. Work with the IACTE Conference Manager, as well as hotel management, to determine room
schedule, special needs for the rooms, such asthe P.A., in order to facilitate effective meetings.
Obtain thisinformation directly from the program planning sheets. Obtain a copy of these sheets
for future reference. Be prepared for |ate requests.

4. Work with the local conference chairperson, IACTE President, and hotel management in
scheduling meeting rooms for the conference.

5. Schedule conference meeting roomsthat best meet the needs of the Association and its affiliatesas
ascertained through program reports submitted by the program chairperson.

6. Beresponsiblefor al room arrangements for all meetings.

~

Confirm all requests, other than those on the "officia" program planning sheets, in writing.
H. Audio Visua
1. Check inregard to union help when using audio-visual equipment.

2. Have a least one item extra over the requests. This includes extension cords, blank cassettes,
bulbs, etc.

3. Secure equipment between sessions and in the evenings.
4. Verify al requests for accuracy and need.
5. Any group, other than affiliates, should be told to bring their own equipment.
I.  Commercia/Education Exhibits Task Force
1. The Commercial/Education Exhibit Chairperson, in cooperation with the Exhibit Task Force, will

be responsible for planning the exhibits representative of the interests of all affiliates
2. Following are the responsibilities of the Exhibit Chairperson and Exhibit Task Force.
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A.  Secure names of individuals, companies, addresses, products from each affiliate.

B. Advertise, promote, and sell all commercial exhibit space as best meets the needs of all
affiliates.

C. Reserveaportion of available exhibit space for the display of educational exhibits.

D. Establish exhibit time schedule and fees in cooperation with the Board of Directors and
Executive Director.

E. Assist exhibitorsin setting up their displays.

F.  Provide nametags and ribbons to exhibitors.

G. Provide dl necessary hospitality for exhibitors.

H.  Haveprinted and distributed the name, address, booth number, representative, and product
description of the commercial exhibitorsasapart of the conference program booklet or asa
separate handout.

I Prepare a written report on the activities of the task force and file it with the IACTE

Secretary and IACTE President-Elect within thirty (30) days after the annual IACTE
Conference.

J. Loca Activities

1. Signsshould be placed at the registration area to give registrants directions on where to register.

2. Thelarge IACTE sign should be placed in an appropriate display position.

3. Theuniversity and workshop signs should be placed in the appropriate area.

4. Directional signs should be prepared to guide conference participants to the registration area, the
exhibits (both educational and commercial), the workshops, and meeting rooms.

5. Have printed luncheon and banquet tickets for all IACTE conference functions.

K. Lodging
1. Board Members, speakers, guests and members are expected to make room reservations directly

with the hotdl.

L. Mea Functions

1.

2.

Forward luncheon, dinner, and coffee, etc., information to the affiliate member on the Conference
Planning Task Force so that they may order for the affiliate needs through the executive director at
least 120 days prior to the conference. Costs of these functions will be billed back to the affiliate
unless collected through registration.

The charge for IACTE meal functions at the conference shall not exceed the cost of the meal and
gratuities negotiated with the conference facility rounded up to the nearest dollar ($1.00).
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M.

Transportation

1. Transportation needs will be arranged by the Executive Director. Need for transportation must be
stated in writing 120 days before conference and will be bhilled back to the affiliate when

appropriate.

Section 3-2  Conference Task Force

3-2-1.

A.

B.

Evaluation

Determine what should be evaluated at the IACTE Conference and Seminars.

Develop an evauation instrument.

Devise amethod of executing the evaluation procedure.

Distribute evaluation formsto all people attending the conference, collect and tabulate.

Submit awritten summary of the evaluation to the Board of Directors at thefirst meeting following the
annual conference.

Section 3-3  Conference Policies

3-3-1

3-3-2.

3-3-3.

3-3-4.

3-3-5.

3-3-6.

3-3-7.

The registration and/or pre-registration fees for persons attending the IACTE conference shall be
established by the IACTE Board on an annual basis. Registration feesfor one day only for each annual
conference will also be established on ayearly basis. Students are eligible for areduced rate set each
year. Guest registration procedures are described in Appendix 4. Spouses of IACTE members or
nonmembers who have registered at the regular fee and who are not eligible for membership may
register at aspecial guest registration fee.

Conference registration procedures will be established by the Executive Director and the Registration
Chairperson with the approva of the Board of Directors. Affiliates should bring to the IACTE
conference up-to-date membership lists acquired since the IACTE master list was run prior to the
conference by the Membership Chairperson.

The charge for IACTE meal functions at the conference shall not exceed the cost of the meal and
gratuities negotiated with the conference facility rounded up to the nearest dollar ($1.00).

The IACTE board annually will determine the distribution of the annual conference profits.

The Executive Director shall recommend to the IACTE Board of Directors the suggested exhibit fees
for approval. The fees should, at minimum, reflect an amount yielding the approximate budgeted
income in the approved IACTE budget. Sustaining Members of an affiliate would be given a $100
discount on booth rental providing the Sustaining member has paid a total of $100 or more in
Sustaining Membership dues to one or more affiliates during the current membership year.

The President, President-Elect, and Executive Director are authorized to negotiate hotel selection and
costs of upcoming conferences to be taken to the Board of Directors for approval.

Other matters pertaining to the IACTE conference are to be determined by the Board of Directors
during the year the conferenceis to be held.
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3-3-8.

3-3-9.

3-3-10.

Each year at the conference the President of the lllinois Association for Career and Technical Education
will be provided with a suite at the headquarters hotel to assist in the public relations effort of the
Association.

The annual meeting date/location of the IACTE Annual conference shall be established by amajority
vote of the IACTE Board of Directors for aminimum of three (3) yearsin advance.

Complimentary roomswill be made available at the headquartershotel of theannual IACTE conference
for members of the IACTE Executive Committee. Additional complimentary rooms may be made
availableto affiliate Presidents. If insufficient complimentary rooms are available dueto lack of room
use by members, costs of additional rooms will be prorated to each affiliate.

Section 3-4  Standing Rules Governing the House of Delegates Mesting

3-4-1.

3-4-2.

3-4-3.

3-4-4.

For admission to the House of Delegates as avoting del egate, delegates must be either an active or life
member in good standing aswell as present the"IACTE Delegate card” issued by the IACTE Secretary
through the IACTE Affiliate Presidents.

Roll Call

. The IACTE President, or presiding officer, directly after the opening ceremonies of the House of

Delegates session, will conduct a formal role call of each IACTE affiliate and report the number of
delegates allocated and present to the IACTE Secretary. The secretary shall determine and record if a
guorum is present, the majority vote total, and two-thirds vote total for use by the President in
determining the outcome of motions presented by the delegate body.

The executive committee of the IACTE shall be alowed to discuss motions/resolutions/reports
presented to the delegate body, but do not have voting privileges.

If adelegate finds it necessary to leave the House of Delegates session prior to its completion, he/she
must present delegate card for reentry. Another member of the affiliate may be seated upon
presentation of his/her "|ACTE Member registration badge,” exchange of the "IACTE Delegate card”
and approval of the Affiliate President or affiliate presiding officer.

Submitting a Main Motion/Resolution To The Secretary

A main motion/resolution offered by adelegate shall bein writing, signed by the maker and submitted
directly tothe IACTE Secretary body before or immediately after being orally presented to the delegate
body.

Debating a Main Motion/Resol ution

Participation by Delegates

1. Each delegate who offers a main mation/resolution shall be given the first opportunity to explain
the intent of the motion/resolution to the delegate body.

2. A delegate who has made a main motion/resolution shall not speak against the motion/resol ution.

3. A delegate offering amain motion/resol ution shall be present at the time his’her motion/resolution
is brought to the attention of the delegate body.
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4. Each delegate desiring to spesk for or against the main motion/resolution shall first be recognized
by the presiding officer.

5. No delegate shall speak in debate more than twice on the same question.

6. No delegate shall speak a second time on the same question until all others who have not spoken
have been given the opportunity to speak.

7. Delegates shall not be permitted to address one another directly. All remarks shall be directed
through the presiding officer.

8. Any delegate who, in speaking from the floor, refers to another in a disrespectful manner or
impugnsthe motives of another, or usesimproper and/or offensivelanguage, or isdisorderly in any
way, shall be immediately ruled out of order.

B. Debate and Time Limitation
1. Thetimelimit on each debatable question shall be fifteen (15) minutes.
2. A delegate shall not speak longer than three (3) minutes on the same question.

3. A discussion shall not be terminated by the presiding officer as long as a portion of the alotted
fifteen (15) minutes remains.

C. Ending Debate

1. If thepresiding officer has given sufficient opportunity for delegatesto respond to the question and
none choose to do so, the presiding officer shall put the question to a vote after once more making
clear the exact question the delegate body is called upon to decide.

2. If thedelegate desirestoimmediately close debate and the making of subsidiary motionsexcept the
motion "Lay on the Table," he/she shall state: "I move to previous question." The move to
previous question requires a second and passage requires a two-thirds vote of the voting delegate
body. If passed, the main motion/resolution on thefloor must be voted upon without further debate.

D. Poaint of Information

1. A"Point of Information" isarequest directed to or through the presiding officer to another officer
or delegate, for information relevant to the business at hand but not related to parliamentary
procedure. When addressed to the chair, it is treated like a parliamentary inquiry, as follows:
Delegate: "Mr. Chairperson, | rise to a point of information."

Presiding Officer: "The delegate will state his point."
Delegate: (Delegate states his point.)

2. If information is desired of a delegate who is speaking, the inquirer may use the following form:

Delegate: "Mr. Chairperson, will the speaker yield for a question?"
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Presiding Officer: "Will the speaker consent to being interrupted to answer aquestion?* (If
the speaker consents, the presiding officer directs the inquirer to proceed.

NOTE: If the speaker consents to the interruption, the time consumed will be taken out of his
allowed time.

E. Point of Order
1. When adelegate thinksthat the rules of the delegate body are being violated, he can make a " Point
of Order," thereby calling upon the presiding officer for aruling and an enforcement of the regular

rules.

2. When adelegate notices abreach of order that may do harmif allowed to pass, herisesand, without
waiting for recognition, immediately addresses the presiding officer as follows:

Delegate: "Point of Order.”

Presiding Officer: (The presiding officer asksthe delegateto state hisorder, or what wordsin
debate he objectsto.)

Delegate: (The delegate states his point of order.)
Presiding Officer: (The presiding officer rules on the point of order.)
3. When the Presiding Officer has made a ruling, any two delegates can appeal (one making the

appeal and the other seconding it). A member desiring to appeal rises and without waiting to be
recognized, addresses the Presiding Officer as follows:

Delegate: "| appeal from the decision of the chair." (A second to this appeal follows.)

Presiding Officer: "Shall the decision of the chair be sustained?' "As many as arein favor
sustaining the chair's decision, say aye.... Those opposed to sustaining the decision,
say no..."

After the result of the vote is announced, business is resumed in accordance with the situation
existing after the action on the appeal.

3-4-5. Additional Parliamentary Items
A. Motion to Recess

1. A "Recess' is ashort intermission in the delegate body's proceedings which does not close the
meeting, and after which business will immediately be resumed at exactly the point where it was
interrupted. A recess many be taken to count ballots, to secure information, to alow for informal
consultations, etc.

2. Formsin which this motion may be made are:
Delegate: "I move that we recess until 2:00 p.m."

"I move to recess for ten minutes.”
"I move to recess until called to order by the Chair."
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3. A motion to recess requires a second, is not debatable, is amendable, and requires a mgjority vote.
B. Mation to Adjourn

1. A motionto "adjourn" demands the closing of the assembly.

2. A formiswhich this motion may be madeis:

Delegate: "I move that we adjourn, we stand adjourned to meet at a time and place to be
determined by the Executive Committee.”

3. A moation to adjourn requires asecond, is not debatable, is not amendable, and requiresamajority
vote.

C. Receiving Executive Committee and Standing Task Force Reports

1. It shal not be necessary to make amoation to receive areport. The Presiding Officer will indicate:
"Thank you, the assembly has received your report.”

2. Thereport of an Executive Committee member or Task Force Chairpersons may be accepted or
adopted. If either of these actions are taken, ALL RECOMMENDATIONS IN THE REPORT,
UNLESS OTHERWISE SPECIFIED, BECOME THE ACTS OF THE DELEGATE BODY.

3. A motion to accept or adopt an entire report requires a second, is debatable, is amendable and
requires amajority vote. A motion to accept or adopt can be reconsidered.

D. Roberts Rules of Order

1. Unlessotherwise stated in this document, the assembly shall be governed by the current edition of
Robert's Rules of Order.
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Section 4-1

IV. MEMBERSHIP

Generd Membership

4-1-1.

A.

4-1-2.

4-1-3.

4-1-4.

Membership categoriesin IACTE shall be: Full, Life, Student, Associate, Honorary, Loyalty.

Full membership shall be open to all members of the affiliate divisionsnamed in Articlelll, Section 1,
of the IACTE Constitution. Full memberswill begiven full rightsand privileges of IACTE membership
and will be digiblefor leadership positions and may participatein and vote at the House of Delegates.

Student membership shall be open to current fulltime undergraduate student members of the affiliate
divisons named in Article 111, Section 1 of the IACTE Constitution.

Associate membership shall consist of individuals, institutions, and companies that are interested in
IACTE activities.

Loyalty membership shall consist of individuals who have retired from the career and technical
education profession, who wish to remain activein IACTE activities. Loyalty membersare not eligible
for leadership positions in IACTE and may not participate in nor vote at the House of Delegates.
(Retired memberswho wish to participate in leadership positionsand House of Delegates activitiesmay
elect to select full membership status.)

Only full and life members are eligible to vote.

Membership shall be on an anniversary date, cyclical basis.

IACTE Procedures for Life Membership

. Current lllinois Association for Career and Technical Education Life Membership duesshall betwenty

(20) times the current active dues rate.
Life Membership accords a member all the rights and privileges of "full" IACTE membership.

The IACTE Treasurer shal establish a separate "IACTE Life Membership Trust" in which the Life
Membership dues shall be deposited.

The IACTE Treasurer may withdraw from the "IACTE Life Membership Trust" account on a yearly
basis only the interest earned by the principa to pay the Association for the cost of maintaining the
member services.

After twenty (20) yearsfrom the date of paid Life Membership, or demise of the member, the principal
for that member may bewithdrawn fromthe"IACTE Life Membership Trust" and added to the general
association funds.

A payment plan shall be established whereby aperson may pay onethird (1/3) of the amount each year
for three (3) years to the IACTE toward an IACTE Life Membership. In the event the total is not
exactly divisible by three (3), then it is divided by three (3) rounded upward to the nearest five dollar
(%$5.00) increment. During this period of time, the person shall have al rights and privileges of full
membership. After the third (3) payment, the person shall be considered afully paid Life Member.
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G. TheAssociation shall present to each Life Member an appropriate "Life Member Certificate” and "Life
Member Card" similar to the items now presented by the Association for Career and Technical
Education.

H. The Life Membership option is limited to two hundred (200) memberships.

4-1-5. All personswhojoin thelllinois Association for Career and Technical Education will be carried on the
mailing list for three (3) months after their anniversary date. (Amended Nov. 19, 2005)
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V. PUBLICATIONS

Section 5-1 Purposes of the IACTE Publications

5-1-1. Provideinformation about the Illinois Association for Career and Technical Education and career and
technical education to members, policy makers, and the public.

5-1-2. Provide an avenue for professional contributions to Illinois Association for Career and Technical
Education members.

5-1-3. Promote membership.

5-1-4. Provide leadership development for members of the Association.

5-1-5. Stimulate student interest in the Illinois Association for Career and Technical Education.
5-1-6. Provide avehicle for publicity about the Association and career and technical education.
5-1-7. Provide an archives record for the Association.

Section 5-2  Publications

5-2-1. A minimum of three (3) issues of the "Progress’ shall be published annually.
5-2-2. The publications program will be organized and implemented by the Executive Director.

5-2-3. The Executive Director shall report to the IACTE Board of Directors about the previous year's
publications, including recommendations for changes.

Section 5-3  Other Publications:

5-3-1. The Association may choose to prepare additional publications, possibly in cooperation with other
agencies, as directed by the Executive Committee with approval of the IACTE Board of Directors.
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Section 6-1

VI. AFFILIATION WITH IACTE

Affiliation, Policy and Procedures

6-1-1.

6-1-2.

A group desiring affiliation with thelllinois Association for Career and Technical Education must meet
the following criteria

has membership of at least one hundred (100) members, showing a steady growth during their
existence.

has been in existence five (5) years and has had a group of elected officers during that time.

has an adopted constitution which does not conflict with the Illinois Association for Career and
Technical Education Constitution and Bylaws.

is able to provide afinancial statement to show that they are solvent.

show, by their congtitution, that their membership is open to al persons interested in career and
technical education regardless of race, sex, color, national origin, religion, age, or handicap.

show that they have been meeting on at least an annual basisas an organized group during their minimal
five (5) years of existence.

shows acommitment to meet on an organized basiswith their major meeting to be held in conjunction
with the lllinois Association for Career and Technical Education Conference.

show that they will bring into the lllinois Association for Career and Technical Education anew group
addressing the needs of career and technical education, which cannot be effectively served by an
existing affiliate.

isableto provide a definite rational e as to why they should be considered for affiliation.

be able to address acommitment to the major I1linois Association for Career and Technical Education
functions. Those functions involve promoting adult, career and technical education including career
education, and their commitment to a public information effort.

The procedures for affiliation are as follows:

. The group's officers must contact, in writing, the Illinois Association for Career and Technical

Education's President and/or Executive Director of their desire to become affiliated.

The IACTE President and/or Executive Director will inform, in writing, the group officers of the
qualifying factors and procedures for affiliation.

The group's officers will address each qualifying factor, in writing, including documentation where
necessary, and then forward five (5) compl ete copiesto the |ACTE President and/or Executive Director
within sixty (60) days of receipt.
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D. Upon receipt of the formal request, the IACTE President will bring formal request to the next IACTE
Board of Directors meeting and appoint a special task force (5 to 8 persons from the IACTE Board of
Directors) to study the formal request for affiliation.

E. The special task force will evaluate the formal request and interview arepresentative, if necessary, of
the group for further information.

F. Thespecia task forcewill report their recommendation at the next IACTE Board of Directors meeting
for discussion.

G. The special task force will not vote upon the recommendation until their next meeting.

H. The IACTE Board of Directors recommends affiliation, and then it will be sent to the next IACTE
House of Delegates for consideration.

I. If the IACTE House of Delegates approves affiliation, then it will become official immediately
following that House of Delegates meeting.
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VII. APPENDICES
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APPENDIX 1: IACTE AWARDS PROGRAM
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|ACTE Teacher of the Year

|ACTE Outstanding Career and Technical Educator
|ACTE Outstanding New Career and Technical Teacher
|ACTE Outstanding New Career and Technical Educator

| ACTE Outstanding Teacher in Community Service

This booklet contains all the
necessary information and forms
for all awards competitions to be
presented by the Association in
2006

[llinois Association for Career and Technical Education
2450 Foundation Drive, Suite 500
Springfield, IL 62703

WWW.ilacte.orq




|ACTE State Awards Program
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Overview

The Illinois Association for Career and Technical Education
awards program seeks to promote excellence in career and
technical education by recognizing individuals who have made
extraordinary contributions to the field, programs that exemplify
the highest standards and organizations that have conducted
activities to promote and expand career and technical education

programs.

There are 18 categories of IACTE and/or ACTE Awards:
IACTE Arch of Fame Award (formerly Award of Merit)
IACTE Friend of CTE
IACTE Outstanding Service Award
IACTE Teacher of the Year
IACTE Outstanding CTE Educator

IACTE Outstanding New CTE Teacher

IACTE Outstanding New CTE Educator

IACTE Outstanding Teacher in Community Service
IACTE Outstanding Educator in Community Service
IACTE Image Award

Illinois Policy Maker of the Y ear

Illinois 100% Membership Award

Illinois Affiliate Professionalism Award

Carl Perkins Humanitarian Award

ACTE Arch of Fame Award

ACTE Image Award

ACTE Policy Maker of the Y ear

ACTE Awards of Excellence, Automotive Service
ACTE/NIOSH School Lab Safety Award

State Awards

All State Awards are administered by the association’s awards
committee.  The committee, which is made up of one
representative from each of IACTE's ffiliates and a chair, is
responsible for recommending awards programs to the
association’s Board of Directors, setting criteria for awards,
reviewing applications, recommending award recipients to the
Board and overseeing the recognition program for award winners.

All State Awards will be presented at the association’s annual
conference. Eligible state winners will be submitted to ACTE
and/or ACTE Region 3 for national awards.

National Awards
Criteriaand applicationinformationfor ACTE awardsarein
Appendix A.

Application Materials

Detailed information about the State and National Awards
Program application procedures and appropriate forms are
contained in this booklet. Please pay careful attention to the
information concerning criteria, €eligibility and application
proceduresfor each award. Thisisvery important. If you have any
questions, contact the IACTE Office.

National Guidelines. All national award nominees must
submit materials as outlined. Nomination packets or dossiers that
do not follow the rules listed will be rejected and returned. Of
particular noteisthe requirement that typed material in application
packets have margins of typed pages be not less than 3/4” left,
right, top and bottom. Violating these standards in attempts to
include more words on the printed page will jeopardize the
acceptability of the application packet. The requirement that
meaterials be copied on three-hole-punch paper is necessary to
allow multiple application packets to be placed in ring binders
during the judging process.
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IACTE Arch of Fame Award

(Formerly IACTE Award of Merit)

Purpose

To recognize the contributions and  distinguished
accomplishments of those persons who have been identified with
the work and purposes of the Illinois Association for Career and
Technical Education. The Arch of Fame is a means by which
IACTE provides recognition for the commitment and dedication
that individuals may have demonstrated to the organization. The
recipient of this award exemplifies outstanding service and
dedication to IACTE. Watchful and responsible selection of
nominees shall be maintained to ensure the esteem and worthiness
of the award.

Criteria

Nominees for the IACTE Arch of Fame Award shall be those
distinguished personswho have been identified with thework and
purposes of the Illinois Association for Career and Technical
Education. The award will be presented only to IACTE members
who have made a significant impact on the field of career and
technical education at the local, state and/or nationa levels.
Affiliates may nominate only one candidate for thisaward. Only
under unusual circumstances will more than one award be
presented in any one year.

Eligibility
The award will be presented to distinguished memberswho have

been identified with the work and purposes of IACTE and whose
contributions have made a significant impact on the field.

Evaluation Criteria

The nominees will be evaluated on the following criteria:

A.Impact of contributions on student achievement, curriculum,
community, career and technica education programs.
Evaluation based on a possible 20 points.

B. Significant contributionsto IACTE.

Evaluation based on a possible 30 points.

C.Significant contribution to the affiliate. Evaluation based on a
possible 20 points.

D.Significant contributions at the state and/or nationa level.
Evaluation based on a possible 10 points.

E.Contributions or prominence achieved above and beyond job
assignments. Evaluation based on a possible 20 points.

Application Procedures

All nominations must come from IACTE members. Each
nominee must be endorsed or sponsored by an affiliate.
Nominees must be IACTE members.

A nomination dossier must be developed for each nominee as
follows:
1. The IACTE Award Nomination Form on page 6 becomes

page 1 of the nomination dossier. Nominators should use page 7
as page 2 of the nomination dossier to list outstanding
accomplishments of the nominee which are identified with the
work and purposes of the Illinois Association for Career and
Technical Education. This information should show the
commitment and dedication to the association and affiliate.

2. Support information becomes pages 3-7. This should be no
more than one page each in five sections as follows:

- (page 3) Section A - Impact of contributions on student
achievement, curriculum, community, career and technical
education programs.

- (page 4) Section B - Significant contributionsto IACTE.

- (page5) Section C - Significant contributionsat the affiliate.

- (page 6) Section D - Significant contributionsat the national
level.

- (page 7) Section E - Contributions or prominence achieved
above and beyond job assignments.

Support information can include, but should not be limited to,
honors and/or recognition, professional offices held,
professiona memberships and activities and major
publications.

3. Letters of support, limited to a maximum of ten, should be
pages 8-17 of the nomination dossier. Letters should be one
page in length. Suggested endorsers might include: political
leaders, professional association leaders, business and
industrial leaders, educational leaders, civic leaders, parents
and students.

4. Applicants must submit a digital photo of the nominee to be
used at the lllinois Conference. The photograph is used for
publicity purposesonly. Applicants should submit information
written in the 3rd person context rather than the 1st. Events
should be dated and listed with the most recent submitted first.
All materials must be word processed or typewritten on 8-1/2
X 11 sheets. Oneorigina of the completed material s should be
submitted. Do not send materials in bound notebooks. All
materials must be submitted at the same time as a complete
package. No supplementary materials may be submitted; items
not outlined above will be discarded before judging. All
procedures must be followed for an application to be
considered.

Nominations should be mailed to: Executive Director,
IllinoisAssociation for Career and Technical Education, 2450
Foundation Drive, Suite 500, Springfield, IL 62703.

Deadline

All nominations must be received in the IACTE Office by
April 1.

|ACTE Friend of Career & Technical Education
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(Eligible for ACTE Award of Merit)

Purpose

To recognize individuals or organizations outside the field of
career and technical education for the highest meritorious
contributions to the improvement, promotion, development and
progress of career and technical education.

Criteria

Individuals or organizations considered for the Friend of Career
Technical Education (ACTE Award of Merit ) must have
demonstrated aconcern for career and technical education through
sponsored programs, publications, financia support and other
activities. Nominees who have made contributions of significance
at the State and national level will be most highly rated for the
Award.

Eligibility

Business firms, industries, farm and home leaders, boards of
education, boards of trustees, lay citizens groups, state or national
committees and any other types of organizations that have
contributed significantly to career and technical education are
eligiblerecipients of thisaward. Each affiliate may nominate one
recipient and a maximum of five IACTE Friends of CTE will be
awarded. One recipient will be selected as the nominee for the
ACTE Award of Merit.

Evaluation Criteria

The nominees will be evaluated on the following criteria:

A. Impact of contributions through sponsored programs.
Evaluation based on a possible 25 points.

B. Impact of contributions through publications.
Evaluation based on a possible 25 points.

C. Impact of contributions through financial support.
Evaluation based on apossible 25 points.

D. Impact of contributions through other activities.
Evaluation based on apossible 25 points.

Application Procedures

All nominations must come from IACTE members. Each
nominee for IACTE Friend of CTE must be endorsed or
sponsored by an affiliate

A nomination dossier must be developed for each
nominee as follows:

1. The IACTE Award Nomination Formson pages6 & 7 become
pages 1-2 of the nomination dossier.

2. Support information becomes pages 3-6. This should be no
more than one page in each of the four sections as follows:

(page 3) Section A — Sponsored Programs.
(page 4) Section B — Publications.

(page 5) Section C — Financia Support.
(page 6) Section D — Other Activities.

3. Lettersof support, limited to a maximum of ten pages, should be
pages 7-16 of the nomination dossier. Letters should be one page
in length. Suggested endorsers might include: political leaders,
professional association leaders, business and industrial |eaders,
educational leaders, civic leaders, parents and students.

4. Applicants must submit a digital photo of the nominee to be
used at the Illinois Conference. One5” X 7" or 4” X 6" glossy
photograph of the nomineeisrequired for submission of the ACTE
Award of Merit. The photograph is used for publicity purposes
only. Applicants should submit information written in the 3
person context rather than the 1st. Events should be dated and
listed with the most recent submitted first. All materials must be
word processed or typewritten on 8-1/2 X 11. One original of the
completed materials should be submitted. (One original and 7
copies ALL 3-holed punch will be forwarded to ACTE). Do not
send materials in bound notebooks. All materials must be
submitted at the same time as a complete package. No
supplementary materials may be submitted; items not outlined
above will be discarded before judging. All procedures must be
followed for an application to be considered. Applicationsthat do
not follow these procedures will be rejected.

Nominations should be mailed to: Executive Director, Illinois
Association for Career and Technical Education, 2450
Foundation Drive, Suite 500, Springfield, IL 62703.

Deadline

All nominations must bereceived at the IACTE Office by April 1.

(Nominationsto Nationalswill be forwarded by IACTE and must
be submitted to: Executive Director, Association for Career and
Technical Education, 1410 King Street, Alexandria, Virginia
22314. All nominations must be received at ACTE headquarters
by May. When submitting to ACTE the appropriate nomination
form must beused. Refer to ACTE guidelinesfound in Appendix
A)

|ACTE Outstanding Service Award

(Eligible for ACTE Outstanding Service Award)

Purpose

To recognize educators who have made the highest meritorious
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contributions to the improvement, promotion, development and
progress of career and technical education.

Criteria

The award will be presented to individuals who have made
contributions or achieved prominence above saaried position
assignments at the local, state, regional and national levels.
Nominees who have received recognition outside of their field of
work and those who have made contributions at the state and
national level will be most highly rated. Nominees must be active
members of the lllinois Association for Career and Technical
Education. To be considered for the ACTE award, nominees must
be active members of ACTE. Only under unusual circumstances
will more than five such awards be presented each year.

Eligibility

This award is given to individuals who are currently in the

field of education or who have spent a significant part of their
professional livesin the field of education. Individuals who have
received specia honors or recognition as teachers, counselors or
administrators, who have held key state and national professional
offices or committee appointments, had major professional
publications or made any other significant contribution to thefield
of career and technical education will be most highly considered
for this award.

Evaluation Criteria

The nominees will be evaluated on the following criteria:

A. Local/affiliate contributions, including honors or recognitions,
professional offices and committee appointments. Evaluation
based on a possible 25 points.

B. State/Regional contributions, including honors or recognitions,
professional offices and committee appointments. Evaluation
based on a possible 25 points.

C. National contributions, including honors or recognitions,
professional offices and committee appointments. Evaluation
based on a possible 10 points.

D. Publications. Evaluation based on a possible 10 points.

E. Significant contributions to the field of career and technical
education. Evaluation based on a possible 30 points.

Application Procedures

All nominations must come from IACTE members. Each
nominee must be endor sed or sponsored by an affiliate.

A nomination dossier must be developed for each nominee as
follows:

1. The|ACTE Nomination Formson pages 6 & 7 become pages 1-
2 of the nomination dossier.

2. Support information becomes pages 3-7. This should be no
more than one page in each of the five sections as follows:

page 3) Section A — Local/affiliate Contributions.
(page 4) Section B — State/Regional Contributions.
page 5) Section C — National Contributions.
(page 6) Section D — Publications.
(page 7) Section E — Significant Contributions to the
field.
3. Lettersof support, limited to a maximum of ten pages should be
pages 8-17 of the nomination dossier. Letters should be one page
in length. Suggested endorsers might include: political leaders,
professional association leaders, business and industrial |eaders,
educational leaders, civic leaders, parents and students.

4. Applicants must submit a digital photo of the nominee to be
used at the Illinois Conference. One5” X 7" or 4” X 6" glossy
photograph of the nomineeisrequired for submission of the ACTE
Outstanding Service Award. The photograph is used for publicity
purposes only. Applicants should submit information writteninthe
3" person context rather than the 1st. Events should be dated and
listed with the most recent submitted first. All materials must be
word processed or typewritten on 8-1/2 X 11 sheets. One original
of the completed materials should be submitted. (Oneoriginal and
7 copies ALL 3-holed punch will be forwarded to ACTE). Do not
send materials in bound notebooks. All materials must be
submitted at the same time as a complete package. No
supplementary materials may be submitted; items not outlined
above will be discarded before judging. All procedures must be
followed for an application to be considered.

Nominations should be mailed to: Executive Director, Illinois
Association for Career and Technical Education, 2450
Foundation Drive, Suite 500, Springfield, IL 62703.

Deadline

All nominations must bereceived at the IACTE Office by April 1.

(Nominationsto Nationalswill be forwarded by IACTE and must
be submitted to: Executive Director, Association for Career and
Technical Education, 1410 King Street, Alexandria, Virginia
22314. All nominations must be received at ACTE headquarters
by May. When submitting to ACTE the appropriate nomination
form must be used. Refer to ACTE guidelinesfound in Appendix
A.

IACTE Award Nomination Form

Please submit the original of thisform and the original of the nomination dossier. All materials must be word processed or typewritten in not
smaller than 12 pt. type on 8-1/2 X 11 sheetswith 3/4” margins, |eft, right, top and bottom. Submit adigital photograph if the nominationis
for an individual. The photograph is used for publicity purposes only. Please provideall infor mation requested. | ncomplete nominations

will not be considered by the Awards Committee.
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Type of Award (check one):
IACTE Arch of Fame (formerly Award of Merit)
IACTE Friend of CTE

IACTE Outstanding Service Award

Nominating Group/Affiliate

Name of Nominee

(First) (Middle) (Last)

Address

(Street) (City) (State) (Zip)
E-mail address Fax ( )
Employer
Business Address

(Street) (City) (State) (Zip)

Phone Numbers: Business ( ) Home ( )
E-mail address Fax ( )

*Present or Last Occupation/Profession

*Current Position or Title

* Appointment Date

*Y ears of Membership in IACTE

*Y ear of Membership in Affiliate

Name of Person Submitting Nomination

Title
Address
(Street) (City) (State) (Zip)
Phone Numbers: Office ( ) Home ( )
E-mail address Fax ( )

All nomination materials must bereceived in the |ACTE Office by April 1.
*Not applicable for IACTE Friend of CTE Award

Nomination Form Page 1

IACTE Award Nomination Form

Outstanding Contributions and Achievements of Nominee
List the contributions and achievements of the nominee that have advanced career and technical education. List pertinent information that will

clearly indicate the nominee’ s contributions beyond hisor her job assignment. List in order of significance. Information should be brief, tothe
point and typed within the space provided or no longer than 1 page.
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For IACTE Arch of Fame only. List outstanding accomplishments of the nominee which are identified with the work and purposes of the
Illinois Association for Career and Technical Education. Thisinformation should show the commitment and dedication to the association.

Nomination Form Page 2

IACTE Policy and Procedure Manual (Approved Revisions, February 4, 2006)



|ACTE Teacher of the Y ear

(Eligible for ACTE Teacher of the Y ear Award*)

Purpose

To recognize teachers who are providing outstanding career and
technical education programs for youth in their respective fields
and communities. Recipients of this award must have made
significant contributions toward innovative, unique and novel
programs that are serving to improve and promote career and
technical education.

Eligibility

Individual members who are currently employed as full-time
classroom/laboratory teachersin acareer and technical education
program other than at the baccalaureate level are eligible
recipientsfor thisaward. Nominees must be classroonvlaboratory
teachers at the time of selection as a state winner. Contributions
and achievements on which the nomination is based should have
been made within the past ten years.

The nominee also should have been involved in some capacity in
Illinois Association for Career and Technical Education activities
at the local and/or state level and must have been a member of
IACTE and an affiliatefor at | east the past five consecutive years.

Nominees recognized by persons outside their immediate

field of endeavor and persons who have made contributions to
education outside their field at the local and state level will be
highly considered. Contributions to civic and philanthropic
causes also will be considered. This award does not exclude any
classroom teacher from nomination for any other IACTE award.

Application Procedures

All nominations must come from |ACTE members. Each
nominee must be endor sed or sponsored by an affiliate. Each
nominee shall submit a nomination dossier consisting of the
following:

1. The IACTE Nomination Forms on pages 14, 20 & 21
become pages 1-3 of the nomination dossier.

2. A program description of no more than two pages should be
pages 4-5 of the nomination dossier. This description should
address the following: the program’s innovative or unique
characteristics, itsimpact on students and the community, and the
teacher’ s effectiveness.

3. Support information becomes pages 6-9. This should include
no more than one page each in four sections, as follows:
(page 6) Section A — Professional Memberships and
Activities (must include dates of service).
(page 7) Section B — Professional Contributions (may
include presentations and publications).

(page 8) Section C — Education and Experience
background (to include educational preparation

and work experience; should include dates of service
for work experience).

(page 9) Section D — Civic and Community
Involvement (to includecivic, fraternal and/or honorary
memberships and community  activities or
contributions).

4. Letters of support, limited to a maximum of six, should be
pages 10-15 of the nomination dossier. Letters should be one
page in length. These letters should come from the following
individuals:

(page 10) The nominee’ simmediate supervisor.
(page 11) An administrator.

(page 12) A current or former student.

(page 13) A parent or community lay person.
(pages 14-15) Two additional letters of choice.

5. Applicants must submit a digital photo of the nominee to be
used at the Illinois Conference. One5” X7 or 4" X

6" glossy photograph of the ACTE nominee is required for
submission for the ACTE Teacher of the Year Award. The
photograph is used for publicity purposes only.

Applicants should submit information written in the 3" person
context rather than the 1st. Events should be dated and listed with
the most recent submitted first. All materials must be word
processed or typewritten on 8-1/2 X 11 sheets.

Oneoriginal of the completed materials should be submitted. Do
not send materials in bound notebooks. All materials must be
submitted at the same time as a complete package. No
supplementary materials may be submitted; items not outlined
above will be discarded before judging. All procedures must be
followed for an application to be considered.

Deadline

The completed materials should be submitted to: Executive
Director, Illinois Association for Career and Technical
Education, 2450 Foundation Drive, Suite 500, Springfield, IL
62703.

Materials must be received in the IACTE Office by April 1.

*Eligible winners will be submitted to Region 3 for ACTE
Teacher of theYear. Intheevent thewinner isnot digible, an
acceptable alternate will be selected for submission of the
national award. See ACTE guidelinesin Appendix A.

Deadline for submission to Region 3isJune. Must use ACTE
nomination formsfound in Appendix A.
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|ACTE Outstanding Career and Technical Educator

(Eligible for ACTE Outstanding CTE Educator*)

Purpose

To recognize career and technical educators, other than full-time
classroom/laboratory teachers, who have recently provided or
currently are providing significant contributions to professional
associations and career and technical education programs for
youth and/or adults in their fields, communities and/or states.
Recipients of thisaward must have made significant contributions
toward innovative, unique and novel programs; and/or
improvement, promotion, research or devel opment of programs of
career and technical education.

Eligibility

Individualswho are currently employed asfull-time baccal aureate
career and technical teacher educators, administrators, school
guidance counselors, program specialists and other individuals
involved in career and technical education other than full-time

classroom/laboratory teachers are eligible recipients for this
award.

A nominee should have been involved in thelllinois Association
for Career and Technical Education activitiesat thelocal/affiliate,
state, regional and/or nationa levels and must have been a
member of IACTE and an affiliate for at least the past five
consecutive years.

Application Procedures

All nominations must come from |ACTE members. Each
nominee must be endor sed or sponsored by an affiliate. Each
nominee shall submit a nomination dossier consisting of the
following:

1. The Outstanding Career and Technical Educator Nomination
Formson pages 15, 20, & 21 become pages 1-3 of the nomination
dossier.

2. A description of the applicant’s position and significant
accomplishments for career and technical education of no more
than two pages should be pages 4-5 of the nomination dossier.

3. Support information becomes pages 6-9. This should be no
more than one page each in four sections, as follows:
- (page 6) Section A — Professional Memberships and
Activities (must include dates of service).
(page 7) Section B — Professional Contributions (may
include presentations and publications).
(page 8) Section C — Education and Experience
Background (to include educational preparation and
work experience; should include dates of service for
work experience).
(page 9) Section D — Civic and Community
Involvement (to include civic, fraternal and/or
honorary memberships and community activities or
contributions).

4. Letters of support, limited to a maximum of six, should be
pages 10-15 of the nomination dossier. Letters should be one
pagein length.

These |etters should come from the following individuas:
(page 10) The nominee' simmediate supervisor.
(page 11) An administrator.
(page 12) A colleague or former student.
(page 13) A community lay person.
(pages 14-15) Two additional letters of choice.

5. Applicants must submit a digital photo of the nominee to be
used at the Illinois Conference. One5” X7 or 4" X

6" glossy photograph of the ACTE nominee is required for
submission of the ACTE Outstanding CTE Educator of the Year
Award. The photograph is used for publicity purposes only.

Applicants should submit information written in the 3rd person
context rather than the 1st. Events should be dated and listed with
the most recent submitted first. All materials must be word
processed or typewritten on 8-1/2 X 11 sheets.

Oneoriginal of the completed materials should be submitted. Do
not send materials in bound notebooks. All materials must be
submitted at the same time as a complete package. No
supplementary materials may be submitted; items not outlined
above will be discarded before judging. All procedures must be
followed for an application to be considered.

Deadline

The completed materials should be submitted to: Executive
Director, lllinois Association for Career and Technical
Education, 2450 Foundation Drive, Suite 500, Springfield, I L
62703.

Materials must be received in the IACTE Office by April 1.

*Eligible winners will be submitted to Region 3 for ACTE
Outstanding CTE Educator of the Year Award. Intheevent
the winner is not eligible, an acceptable alternate will be
selected for submission of the national award. See ACTE
guidelinesin Appendix A.

Deadline for submission to Region 3 isJune. Must use ACTE
nomination formsfound in Appendix A.
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|ACTE Outstanding New CTE Teacher

(Eligible for ACTE Outstanding New CTE Teacher Award*)

Purpose

This award is meant to encourage new teachers to remain in the
profession. Recipients of this award must have made significant
contributionstoward innovative, unique and novel programsand
have shown a professional commitment early in their careers.

Eligibility

Individuals who are currently employed as full-time
classroom/laboratory teachersin acareer and technical education
program other than at the baccalaureate level are eligiblefor this
award. Nominees must have taught for a minimum of three but
not morethan five years. (Applicants may bein their sixth year of
teaching at the time of application.) Age is not a determining
factor.

Candidates must be new to the teaching profession, not

just new to career and technical education. The nominee also
should have been involved in some capacity in the lllinois
Association for Career and Technical Education activities at the
local/affiliate and/or state level and must have been a member of
IACTE and an affiliate for at least the past three consecutive
years.

Application Procedures

All nominations must come from |ACTE members. Each
nominee must be endor sed or sponsored by an affiliate. Each
nominee shall submit a nomination dossier consisting of the
following:

1. The Outstanding New Career and Technica Teacher
Nomination Forms on pages 16, 20, & 21 become pages 1-3 of
the nomination dossier.

2. A description of the applicant’ s current position and significant
accomplishments for career and technical education of no more
than two pages should be pages 4-5 of the nomination dossier.

3. Support information becomes pages 6-9. This should be no
more than one page each in four sections, as follows:

(page 6) Section A — Professional Memberships and
Activities (must include dates of service).

(page 7) Section B — Professional Contributions (may
include presentations and publications).

page 8) Section C — Education and Experience
Background (to include educational preparation and
work experience; should include dates of service for
work experience).

(page 9) Section D — Civic and Community
Involvement (to includecivic, fraternal and/or honorary
memberships and community  activities or
contributions).

4. Letters of support, limited to a maximum of six, should be
pages 10-15 of the nomination dossier. Letters should be one
page in length. These letters should come from the following
individuals:

(page 10) The nominee’simmediate supervisor.
(page 11) An administrator.

(page 12) A colleague or former student.

(page 13) A community lay person.

(pages 14-15) Two additional letters of choice.

5. Applicants must submit a digital photo of the nominee to be
used at the Illinois Conference. One5” X7 or 4" X

6" glossy photograph of the nomineeis required for submission
of the ACTE Outstanding CTE Educator of the Year Award. The
photograph is used for publicity purposes only.

Applicants should submit information written in the 3rd person
context rather than the 1st. Events should be dated and listed with
the most recent submitted first. All materials must be word
processed or typewritten on 8-1/2 X 11 sheets.

Oneoriginal of the completed materials should be submitted. Do
not send materials in bound notebooks. All materials must be
submitted at the same time as a complete package. No
supplementary materials may be submitted; items not outlined
above will be discarded before judging. All procedures must be
followed for an application to be considered.

Deadline

The completed materials should be submitted to: Executive
Director, lllinois Association for Career and Technical
Education, 2450 Foundation Drive, Suite 500, Springfield, I L
62703.

Materials must be received in the IACTE Office by April 1.

*Eligible winners will be submitted to Region 3 for ACTE
Outstanding New CTE Teacher of the Year Award. Inthe
event thewinner isnot eligible, an acceptablealternatewill be
selected for submission of the national award. See ACTE
guidelinesin Appendix A.

Deadline for submission to Region 3isJune. Must use ACTE
nomination formsfound in Appendix A.

IACTE Policy and Procedure Manual (Approved Revisions, February 4, 2006)



|ACTE Outstanding New CTE Educator

Purpose

Thisaward ismeant to encourage career and technical educators,
other than full-time classroonvlaboratory teacherstoremaininthe
profession. Recipients of this award must have made significant
contributionstoward innovative, unique and novel programsand
have shown a professional commitment early in their careers.

Eligibility

Individualswho are currently employed asfull-time baccal aureate
career and technical teacher educators, administrators, school
guidance counselors, program specialists and other individuals
involved in career and technica education other than full-time
classroom/laboratory teachers are eligible recipients for this
award.

Nominees must have been employed as a career and technical
educator a minimum of three but not more than five years.
(Applicants may bein their sixth year of employment at thetime
of application.) Ageis not adetermining factor.

Candidates must be new to the career and technical education
profession. The nominee also should have been involved in some
capacity in the Illinois Association for Career and Technical
Education activities at the local/affiliate and/or state level and
must have been a member of IACTE and an affiliate for at least
the past three consecutive years.

Application Procedures

All nominations must come from |ACTE members. Each
nominee must be endor sed or sponsored by an affiliate. Each
nominee shall submit a nomination dossier consisting of the
following:

1. The Outstanding New Career and Technical Educator
Nomination Forms on pages 17, 20, & 21 become pages 1-3 of
the nomination dossier.

2. A description of the applicant’ s current position and significant
accomplishments for career and technical education of no more
than two pages should be pages 4-5 of the nomination dossier.

3. Support information becomes pages 6-9. This should be no
more than one page each in four sections, as follows:

(page 6) Section A — Professional Memberships and
Activities (must include dates of service).

(page 7) Section B — Professional Contributions (may
include presentations and publications).

page 8) Section C — Education and Experience
Background (to include educational preparation

and work experience; should include dates of service for
work experience).

(page 9) Section D — Civic and Community
Involvement (to includecivic, fraternal and/or honorary
memberships and community  activities or
contributions).

4. Letters of support, limited to a maximum of six, should be
pages 10-15 of the nomination dossier. Letters should be one
page in length. These letters should come from the following
individuals:

(page 10) The nominee’ simmediate supervisor.
(page 11) An administrator.

(page 12) A colleague or former student.

(page 13) A community lay person.

(pages 14-15) Two additional letters of choice.

5. Applicants must submit a digital photo of the nominee to be
used at the Illinois Conference. The photograph is used for
publicity purposes only.

Applicants should submit information written in the 3rd person
context rather than the 1st. Events should be dated and listed with
the most recent submitted first. All materials must be word
processed or typewritten on 8-1/2 X 11 sheets.

Oneoriginal of the completed materials should be submitted. Do
not send materials in bound notebooks. All materials must be
submitted at the same time as a complete package. No
supplementary materials may be submitted; items not outlined
above will be discarded before judging. All procedures must be
followed for an application to be considered.

Deadline

The completed materials should be submitted to: Executive
Director, lllinois Association for Career and Technical
Education, 2450 Foundation Drive, Suite 500, Springfield, I L
62703.

Materials must be received in the IACTE Office by April 1.

IACTE Policy and Procedure Manual (Approved Revisions, February 4, 2006)



|ACTE Outstanding Teacher in Community Service

(Eligible for ACTE Outstanding Teacher in Community Service Award*

Purpose

The purpose of thisaward isto recognizeteacherswith significant
accomplishments and outstanding leadership in programs and
activitiesthat promote community involvement. Recipientsof this
award must have made significant contributions toward training,
motivating, and inspiring their peers and students to become
involved in programs and projectsthat benefit their communities.

Eligibility

Individual members who are currently employed as full-time
classroom/laboratory teachersin acareer and technical education
program other than at the baccalaureate level are eligible
recipientsfor thisaward. Nominees must be classroonvlaboratory
teachers at the time of nomination and winner must be a
classroom/laboratory teacher at the time of award presentation.
Contributions and achievements on which the nomination is
based should have been made within the past five years.

The nominee also should have been involved in some capacity in
Illinois Association for Career and Technical Education activities
at thelocal/affiliate, state, regional and/or national level and must
have been amember of IACTE and an affiliatefor at least the past
three consecutive years.

Application Procedures

All nominations must come from |IACTE members. Each
nominee must be endorsed or sponsored by an affiliate. Each
nominee shall submit a nomination dossier consisting of the
following:

1. The Outstanding Teacher in Community Service Nomination
Formson pages 18, 20 & 21 become pages 1-3 of the nomination
dossier.

2. Support information becomes pages 4-8.

(pages 4-5) Section A - A description of no more than
two pages of the applicant’s community service work
and/or significant accomplishments in the area of
training, motivating and inspiring peersand/or students
to become involved in projects benefiting their
community.

(page 6) Section B — Community Service Awards or
Acknowledgements  (should include dates of
presentation and organization names).

(page 7) Section C — Community Service and Civic
Organization Memberships.

(page 8) Section D — Professional Memberships and
Professional Association Activities (must include dates
of service).

3. Letters of support, limited to a maximum of six, should be
pages 9-14 of the nomination dossier. Letters should be one page
in length. These letters should come from the following
individuals:

(page 9) The nominee' simmediate supervisor.
(page 10) An administrator.

(page 11) A colleague or former student.
(page 12) A community lay person.

(pages 13-14) Two additional letters of choice.

4. Applicants must submit a digital photo of the nominee to be
used at the Illinois Conference. One5” X7 or 4" X

6" glossy photograph of the ACTE nominee is required for
submission of the ACTE Outstanding Teacher in Community
Service Award. The photograph is used for publicity purposes
only.

Applicants should submit information written in the 3rd person
context rather than the 1st. Events should be dated and listed with
the most recent submitted first. All materials must be word
processed or typewritten on 8-1/2 X 11 sheets.

Oneoriginal of the completed materials should be submitted. Do
not send materials in bound notebooks. All materials must be
submitted at the same time as a complete package. No
supplementary materials may be submitted; items not outlined
above will be discarded before judging. All procedures must be
followed for an application to be considered.

Deadline

The completed materials should be submitted to: Executive
Director, lllinois Association for Career and Technical
Education, 2450 Foundation Drive, Suite 500, Springfield, I L
62703.

Materials must be received in the IACTE Office by April 1.

*Eligible winners will be submitted to Region 3 for ACTE
Outstanding Teacher in Community Service Award. In the
event thewinner isnot eligible, an acceptablealternatewill be
selected for submission of the national award. See ACTE
guidelinesin Appendix A.

Deadline for submission to Region 3isJune. Must use ACTE
nomination formsfound in Appendix A.
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| ACTE Outstanding Educator in Community Service

(IACTE Award Only)

Purpose

The purpose of this award is to recognize career and technical
educators, other than full-time classroonv/laboratory teachers,
with significant accomplishments and outstanding leadership in
programs and activities that promote community involvement.
Recipients of thisaward must have made significant contributions
toward training, motivating, and inspiring their peersand students
to become involved in programs and projects that benefit their
communities.

Eligibility

Individual members who are currently employed as full-time
baccalaureate career and technical teacher educators,
administrators, school guidance counselors, program specialists
and other individualsinvolved in career and technical education
other than full-time classroom/laboratory teachers are eligible
recipients for this award. Contributions and achievements on
which the nomination isbased should have been made within the
past five years.

The nominee also should have been involved in some capacity in
Illinois Association for Career and Technical Education activities
at thelocal/affiliate, state, regional and/or national level and must
have been amember of IACTE and an affiliatefor at least the past
three consecutive years.

Application Procedures

All nominations must come from |IACTE members. Each
nominee must be endorsed or sponsored by an affiliate. Each
nominee shall submit a nomination dossier consisting of the
following:

1. The Outstanding Educator in Community Service Nomination
Formson pages 19, 20 & 21 become pages 1-3 of the nomination
dossier.

2. Support information becomes pages 4-8.

(pages 4-5) Section A - A description of no more than
two pages of the applicant’s community service work
and/or significant accomplishments in the area of
training, motivating and inspiring peersand/or students
to become involved in projects benefiting their
community.

(page 6) Section B — Community Service Awards or
Acknowledgements  (should include dates of
presentation and organization names).

(page 7) Section C — Community Service and Civic
Organization Memberships.

(page 8) Section D — Professional Memberships and
Professional Association Activities (must include dates
of service).

3. Letters of support, limited to a maximum of six, should be
pages 9-14 of the nomination dossier. Letters should be one page
in length. These letters should come from the following
individuals:

(page 9) The nominee' simmediate supervisor.
(page 10) An administrator.

(page 11) A colleague or former student.
(page 12) A community lay person.

(pages 13-14) Two additional letters of choice.

4. Applicants must submit a digital photo of the nominee to be
used at the Illinois Conference. The photograph is used for
publicity purposes only.

Applicants should submit information written in the 3rd person
context rather than the 1st. Events should be dated and listed with
the most recent submitted first. All materials must be word
processed or typewritten on 8-1/2 X 11 sheets.

Oneoriginal of the completed materials should be submitted. Do
not send materials in bound notebooks. All materials must be
submitted at the same time as a complete package. No
supplementary materials may be submitted; items not outlined
above will be discarded before judging. All procedures must be
followed for an application to be considered.

Deadline

The completed materials should be submitted to: Executive
Director, lllinois Association for Career and Technical
Education, 2450 Foundation Drive, Suite 500, Springfield, I L
62703.

Materials must be received in the IACTE Office by
April 1.
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|ACTE Teacher of the Y ear
Nomination Form

Awards Committee Evaluation Form

Name of Nominee

Last First

Thissection for use of IACTE Awards Committee.

Criteriafor Teacher of the Year Possible Points Evaluator Score
Section A
1. Professional Memberships 20

2. Professional Association Activities

Section B
1. Outstanding Professiona Contributions 20

2. Publications
3. Presentations

Section C
1. Education 10

2. Work Experience

Section D

1. Civic, Fraternal and/or Honorary Memberships 20
2. Community Activities or Contributions

1. Innovative or Unique Program 30

2. Impact of Program
3. Teacher Effectiveness

TOTAL 100

Additional Comments:

Signature of Evaluator Date of Evaluation

Nomination Form Page 1
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|ACTE Outstanding CTE Educator
Nomination Form

Awards Committee Evaluation Form

Name of Nominee

Last First

Thissection for use of IACTE Awards Committee.

Criteriafor Outstanding CTE Educator Possible Points Evaluator Score
Section A
1. Professional Memberships 20

2. Professional Association Activities

Section B
1. Outstanding Professional Contributions 20

N

. Publications
3. Presentations

Section C
1. Education 10

2. Work Experience

Section D
1. Civic, Fraternal and/or Honorary Memberships 20

2. Community Activities or Contributions

Position Description and significant accomplishments 30

In career & technical education

TOTAL 100

Additional Comments.

Signature of Evaluator Date of Evaluation

IACTE Policy and Procedure Manual (Approved Revisions, February 4, 2006)
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|ACTE Outstanding New CTE Teacher
Nomination Form

Awards Committee Evaluation Form

Name of Nominee

Last

First

Thissection for use of IACTE Awards Committee.

Criteriafor Outstanding New CTE Teacher Possible Points

Section A
1. Professional Memberships
2. Professional Association Activities

Section B
1. Outstanding Professional Contributions
2. Publications
3. Presentations

Section C
1. Education
2. Work Experience

Section D
1. Civic, Fraternal and/or Honorary Memberships
2. Community Activities or Contributions

Position Description and significant accomplishments
In career & technical education

TOTAL

Additional Comments.

Signature of Evaluator

Evaluator Score

20

10

20

30

100

Date of Evaluation

IACTE Policy and Procedure Manual (Approved Revisions, February 4, 2006)
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|ACTE Outstanding New CTE Educator
Nomination Form

Awards Committee Evaluation Form

Name of Nominee

Last First

Thissection for use of IACTE Awards Committee.

Criteriafor Outstanding New CTE Educator Possible Points Evaluator Score
Section A
1. Professiona Memberships 20

2. Professional Association Activities

Section B
1. Outstanding Professiona Contributions 20

2. Publications
3. Presentations

Section C
1. Education 10

2. Work Experience

Section D

[EnY

. Civic, Fraternal and/or Honorary Memberships 20

2. Community Activities or Contributions

Position Description and significant accomplishments 30

In career & technical education

TOTAL 100

Additional Comments:

Signature of Evaluator Date of Evaluation

Nomination Form Page 1
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IACTE
Outstanding Teacher in Community Service
Nomination Form

Awards Committee Evaluation Form

Name of Nominee

Last First

Thissection for use of IACTE Awards Committee.

Criteriafor Outstanding Teacher in Community Service Possible Points Evaluator Score

Section A
Community Service work and/or motivation of 50

Peers, students to become involved in community
Service.

Section B
Community Service awards or acknowledgements 15

Section C
Community Service and civic organizations 15

memberships

Section D
Professional membership and professional 20

Association activities

TOTAL 100

Additional Comments.

Signature of Evaluator Date of Evaluation

Nomination Form Page 1
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IACTE
Outstanding Educator in Community Service
Nomination Form

Awards Committee Evaluation Form

Name of Nominee

Last First

Thissection for use of IACTE Awards Committee.

Criteriafor Outstanding Educator in Community Service Possible Points Evaluator Score

Section A
Community Service work and/or motivation of 50

Peers, students to become involved in community
Service.

Section B
Community Service awards or acknowledgements 15

Section C
Community Service and civic organizations 15

memberships

Section D
Professional membership and professional 20

Association activities

TOTAL 100

Additional Comments.

Signature of Evaluator Date of Evaluation

Nomination Form Page 1
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IACTE Teacher of the Y ear/Outstanding CTE Educator/
Outstanding New CTE Teacher/ Outstanding New CTE Educator/
Outstanding Teacher in Community Service/
Outstanding Educator in Community Service Nomination Form

Official Nomination Form

Nomination dossiers must include a digital photo, typewritten description (in no less than 12 pt. Type on 8-1/2 x 11 sheets the nominee's
position and accomplishments, support information (including professional membership and activities, professiona contributions, education
and experience background and civic and community involvement), support letters, appropriate signaturesand thisofficial nomination formto
be considered by the Awards Committee. Failureto provide all items requested will eliminate the nominee from further consideration.

Award Category:
IACTE Teacher of the Year IACTE Outstanding CTE Educator
IACTE Outstanding New CTE Teacher IACTE Outstanding New CTE Educator
IACTE Outstanding Teacher in IACTE Outstanding Educator in
Community Service Community Service

Nominating Group/Affiliate

Name of Nominee

(First) (Last)
Business Address
(Street) (City) (State) (Zip)
E-mail address Fax ( )
Phone Numbers: Business ( ) Home ( )
Home Address
(Street) (City) (State) (Zip)

Nominee's Current Employer and Title or Positions:

Subject Currently Taught and/or Other Duties:

IACTE Membership: for years starting in (list year)
Consecutive since (list year) to current year.
Affiliate
Member for years starting in (list year)
Consecutive since (list year) to current year.

Signature of Nominee' s Supervisor:

Mail the completed form, with appropriate attachmentsto Executive Director, |llinois Association for Career and Technical
Education, 2450 Foundation Drive, Suite 500, Springfield, IL 62703 by April 1.

Nomination Form Page 2
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IACTE Teacher of the Y ear/Outstanding CTE Educator/
Outstanding New CTE Teacher/ Outstanding New CTE Educator/
Outstanding Teacher in Community Service/
Outstanding Educator in Community Service Nomination Form

Endorsement Form

Name of Nominee

(First) (Last)

Name of Nominator

Employment Title of Nominator

Business Address

(Street) (City) (State) (Zip)
Phone (Home) ( ) (Business) ( )
Email Fax

Signature of Nominator

Name of Affiliate Endorsing Nominee

Signature of Affiliate Officer

Office/Position of Affiliate Officer

Business Address

(Street) (City) (State) (Zip)
Phone (Home) ( ) (Business) ( )
Email Fax

IACTE Policy and Procedure Manual (Approved Revisions, February 4, 2006)
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|IACTE Image Award

Purpose
The IACTE Image Award is presented by the IACTE Board of Directors to recognize “celebrity” individuals who have brought positive

attention to the career and technical education field, thereby enhancing the image of career and technical education and career and technical
educators.

Eligibility
Recipients of the award must be widely recognized persons—such as entertainment, sports and busi ness cel ebrities—who have demonstrated

by their actions and/or statements that they are supporters of career and technical education. It must be shown that the field of career and
technical education clearly benefits through association with the nominee.

Criteria
Individuals selected for the award will be encouraged to accept the award in person at an IACTE sponsored event. The IACTE Executive

Director and Executive Committee will determine how many Image Awards are presented in any year and at which events they will be
presented.

Application Procedures

Nominations may come from any member of |ACTE. Nominations must bein writing and fully describethe particular activitiesand statements
of the nominee that meet the criteria for the award. Nominations should be submitted on the form on page 21 to the Executive Director,
Illinois Association for Career and Technical Education, 2450 Foundation Drive, Suite 500, Springfield, IL 62703.

Materials must be received in the IACTE Office by April 1.

The IACTE Executive Director and Executive Committee shall make final selections of recipients for the Image Award. It will be the
responsibility of IACTE staff to verify nomination claimsand to arrange for the award winner’ s appearance at an appropriate |ACTE event.

IACTE Policy and Procedure Manual (Approved Revisions, February 4, 2006)



|ACTE Image Award Nomination Form

See eligibility criteria and application information on page 20. Please submit one copy of this form and supplementary material. Print all
information in the spaces below. Submit one digital photo of the nomineeif available and please attach any support material, such asa
newspaper clip, news release and the like.

Name of Nominee

(First) (Last)
Business Address
(Street) (City) (State/Zip)
Phone Number
Email
Fax

Occupation/Title

Describe below in brief the activities of the nominee that you believe bring credit and positive attention to the field of career and
technical education.

Name of Person submitting Nomination

Your Title

Address

Business Phone Home

Email

Fax

Mail the completed form, with appropriate attachmentsto Executive Director, |llinois Association for Career and Technical
Education, 2450 Foundation Drive, Suite 500, Springfield, IL 62703 by April 1.

IACTE Policy and Procedure Manual (Approved Revisions, February 4, 2006)



|ACTE Policy Maker of the Y ear

Purpose

Thisaward is presented to a statewide recognized policy maker who has made a contribution of significance at the state level to career and
technical education.

Criteriaand Eligibility
Theaward is presented to theindividual who is determined to have made the most significant impact on policy related to career and technical

education either during the past year or over an extended career of public service. One award is presented each year. Theaward islimited to
individual s having decision-making authority as evidenced by public or legal sanctions.

Application Procedures

Nominations may come from the Board of Directors, and/or from |ACTE members. Each nominee from the membership must be sponsored by
an affiliate. Members nominating an individual for thisaward should submit acover |etter stating the nominee’ squalificationsfor the award
and support information listing all significant legislative and other appropriate accomplishments related to career and technical education.

Deadline

Nominations should be submitted to the Executive Director, | llinois Association for Career and Technical Education, 2450 Foundation
Drive, Suite 500, Springfield, IL 62703.

Materials must be received in the IACTE Office by April 1.

IACTE Policy and Procedure Manual (Approved Revisions, February 4, 2006)



|ACTE 100% Membership Award

Purpose

Thisaward is presented annually to those qualifying institutions which have 100% of its eligible employees as members of IACTE.

Criteriaand Eligibility
Theaward is presented to an employer whereall full-timeinstructors or full-time eligible employees are members of theIllinois Association
for Career and Technical Education 60 days prior to the annual conference.

Application Procedures

The superintendent, principal, director, president, etc. of the agency must provide alist of full-time employees that meet membership criteria.
The IACTE office will ascertain the eligibility of the agency based on the list provided and a cross-reference check with current IACTE
membership records. Nominations must come from lACTE members.

Deadline

Nominations should be submitted to the Executive Director, | llinois Association for Career and Technical Education, 2450 Foundation
Drive, Suite 500, Springfield, IL 62703.

Materials must be received in the IACTE Office by April 1.

IACTE Policy and Procedure Manual (Approved Revisions, February 4, 2006)



|ACTE Affiliate Professionalism Award

Purpose
Thevision, mission and goals of thelllinois Association for Career and Technical Education cannot be met without thework, cooperation and
dedication of each of its affiliates. Thisaward is to recognize those affiliates whose achievements promote the mission of IACTE.

Criteriaand Eligibility

Each effiliate is eligible to receive this award each year in accordance with the following scale:
Gold rating: 234 points or more
Silver rating: 208-233 points
Bronze rating: 182-207 points

There 261 possible points.

The award will be presented to the outgoing President or the immediate Past-President of the honored affiliate. Each affiliate President is
responsible for recording activities and ensuring that the criterion for this award is met.

Application Procedures

The President will complete the application form found on pages 27-28 and submit along with appropriate documentation. The IACTE
office will cross-reference check the appropriate documentation for each category with current IACTE records.

Deadline

Nominations should be submitted to the Executive Director, | llinois Association for Career and Technical Education, 2450 Foundation
Drive, Suite 500, Springfield, IL 62703.

Materials must be received in the IACTE Office by April 1.
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|ACTE Affiliate Professionalism Award Application Form

The affiliate President shall complete thefollowing form. Indicatein the space provided the number of pointsthe affiliate has earned during
the past term and attaché the appropriate documentation when requested.

1. MEMBERSHIP (40 POSSIBLE POINTS)
Maintenance of Membership = 35 points

Each 5% decrease =-5 points
Up to a5% increase =36 points
6-10% increase =37 points
11-15% increase =38 points
16-20% increase =39 points
Over 20% increase =40 points

*Verified by membership reports distributed at the IACTE Board Meeting dated closest to the President’s
beginning and ending term.

2. |ACTE CoNFERENCE ATTENDANCE (30 POSSIBLE POINTS)
2-5% members attended =10 points
6-10% members attended =22 points
11-20% members attended =24 points
21-30% members attended =26 points
31-40% members attended =28 points
Over 41% members attended =30 points

*Verified by Conference Pre-registration reports comparing the two most recent conferences.

3. IACTE BOARD MEETING PARTICIPATION (30 POSSIBLE POINTS)
Attendance of the affiliate President, President-elect, or appropriate
designee at ALL IACTE Board meetings.

*Verified vialACTE Board meeting minutes.

4. |ACTE CONFERENCE PLANNING PARTICIPATION (30 POSSIBLE POINTS)
Attendance of the affiliate President-elect or appropriate designee
at ALL IACTE Conference Planning meetings.

*Verified vial ACTE President-elect records.

5. DEADLINE DATES (30 POSSIBLE POINTS)
Affiliate meets deadlines for the following:
IACTE Progress (must submit one article for each issue) = 7.5 points
Appropriate forms/documentation for planned workshops,
seminars, conferences = 7.5 points
Appointment of affiliate representativesfor al IACTE task forces = 7.5 points
Other information as required by IACTE, ie. awards, officer lists, etc. = 7.5 points

*Verified through Progress magazine, communications with IACTE office, task force reports, IACTE
Directory, etc.

6. ACTE ACTIVITIES (21 POSSIBLE POINTS)
Affiliate representation at the ACTE Convention, ACTE Region |11 Conference, and the ACTE National
Policy Seminar.

ACTE Convention? =7 points
Name of Person(s) attending:

ACTE Region Il Conf? =7 points
Name of Person(s) attending:

ACTE Policy Seminar? =7 points
Name of Person(s) attending:

*Verified through ACTE records.
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Application Form Page 1

7. IACTE TAsK FORCE PARTICIPATION (20 POSSIBLE POINTS)
Affiliate representation at all scheduled IACTE Task Force meetings.

*Verification through task force reports.
8. IACTE PuBLIC INFORMATION EFFORT (20 POSSIBLE POINTS)

Affiliate representation at the IACTE Legidlative Day = 10 points
Name of Person(s) attending:

Publishes Public Information materials in affiliate newsletter and/or distributes electronically = 10 points
*Verified by Legislative Day registration and affiliate publications. (Attach copies)

9. PuBLIC RELATIONS EFFORT (20 POSSIBLE POINTS)
Submitted at least one public relations item promoting career & technical education exclusiveto IACTE
items in affiliate newsdletter or through affiliate website, i.e. newspaper article regarding student
achievement, sponsored legidlative tours, promotion of career & technical education week, etc.

*Verified by attaching copy of newsletter or copy of pages from website.

10. PUBLICATIONS (10 POSSIBLE POINTS)
Publication and distribution of at least three affiliate newsletters per year. The newsletter isto be
distributed to the affiliate members, the IACTE Executive Committee, and the President of each affiliate
OR maintain awebsite that is updated and provides current information on upcoming affiliate and IACTE
events to the membership.

*Verification by receipt of newsletter and cross-check with those listed to be recipients OR verification of
updated website.

List website address;

11. AFFILIATE BOARD MEETINGS (10 POSSIBLE POINTS)
Holds at |east three (3) Board meetings per year which may include one held at the IACTE annua
conference.

*Verified by attaching copies of minutes.

TOTAL POINTS ACHIEVED (261 POSSIBLE POINTYS)

Signature of Person Submitting Application

Affiliate

Date

Application Form Page 2
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For the following awards follow ACTE guidelines and procedures found in
Appendix A.

Carl Perkins Humanitarian Award
ACTE Arch of Fame
ACTE Image Award
ACTE Policy Maker of the Year Award
Awards for Excellence, Automotive Service
ACTE/NIOSH School Lab Safety Award

Verify that all information requested is provided and proper procedures are followed.
Incomplete nominations will not be considered by the ACTE Awards Committee. Refer
to the ACTE Awards Program Book found in Appendix A on at www.acteonline.org or

call ACTE headquarters at (800) 826-9972.
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Carl Perkins Humanitarian Award

Purpose
To recognize individuals who have made outstanding meritorious contributions of state or national significance to the improvement,

promotion, development and progress of career and technical education. ACTE established thisaward in 1985 in honor of thelate Rep. Carl
Perkins and is designed to recognize individuals who have demonstrated the same humanitarian concerns exemplified by Rep. Perkins.

Application
ACTE guidelines & nomination forms can be found in Appendix A.

All procedures must be followed for an application to be considered. Applications that do not follow these procedures will be rejected and
returned.

Deadline

All nominations must be received at the IACTE Office by April 1.

Nominations should be mailed to: Executive Director, | llinoisAssociation for Career and Technical Education, 2450 Foundation Drive,
Suite 500, Springfield, IL 62703.

(ThelACTE Office will forward nominationsto ACTE headquarters: Executive Director, Association for Career and Technical Education,
1410 King Street, Alexandria, Virginia22314. All nominations must be received at ACTE headquarters by M ay.)

Illinois' nominee for the ACTE Carl Perkins Humanitarian Award will be honored at the IACTE annual conference.

IACTE Policy and Procedure Manual (Approved Revisions, February 4, 2006)



ACTE Arch of Fame Award

Purpose
To recognize the contributions and di stinguished accomplishments of those personswho have been identified with the work and purposes of
the Association for Career and Technical Education. The Arch of Fameisameans by which ACTE providesrecognition for the commitment

and dedication that individuals may have demonstrated to ACTE. Once an individual has been named to the ACTE Arch of Fame, that person
remains an active member of the Arch of Fame forever.

Application

ACTE guidelines & nomination forms can be found in Appendix A.

All procedures must be followed for an application to be considered. Applications that do not follow these procedures will be rejected and
returned.

Deadline

All nominations must be received at the IACTE Office by April 1.

Nominations should be mailed to: Executive Director, |llinois Association for Career and Technical Education, 2450 Foundation Drive,
Suite 500, Springfield, IL 62703.

(The IACTE Office will forward nominations to ACTE headquarters: Executive Director, Association for Career and Technical Education,
1410 King Street, Alexandria, Virginia22314. All nominations must be received at ACTE headquarters by M ay.)

Illinois' nominee for the ACTE Arch of Fame Award will be honored at the |ACTE annual conference.
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ACTE Image Award

Purpose

The ACTE Image Award is presented by the ACTE Board of Directors to recognize “celebrity” individuals who have brought positive
attention to the career and technical education field, thereby enhancing the image of career and technical education and career and technical
education.

Application
ACTE guidelines and nomination forms can be found in Appendix A.

All procedures must be followed for an application to be considered. Applications that do not follow these procedures will be rejected and
returned.

Deadline

Nominations can be submitted at any time.

Nominations should be mailed to: Executive Director, | llinoisAssociation for Career and Technical Education, 2450 Foundation Drive,
Suite 500, Springfield, IL 62703.

(ThelACTE Office will forward nominationsto ACTE headquarters: Executive Director, Association for Career and Technical Education,
1410 King Street, Alexandria, Virginia 22314.)
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ACTE Policy Maker of the Year Award

Purpose

The ACTE Policy Maker of the Y ear Award is presented annually by the ACTE Board of Directorsto anationally recognized policy maker
who has made a contribution of national significance to career and technical education.

Application
ACTE guidelines found and application forms can be found in Appendix A.

All procedures must be followed for an application to be considered. Applications that do not follow these procedures will be rejected and
returned.

Deadline

Nominations will be accepted by the Fall of each year.

Nominations should be mailed to: Executive Director, | llinoisAssociation for Career and Technical Education, 2450 Foundation Drive,
Suite 500, Springfield, IL 62703.

(ThelACTE Office will forward nominationsto ACTE headquarters: Executive Director, Association for Career and Technical Education,
1410 King Street, Alexandria, Virginia 22314.)
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Award for Excedllence, Automotive Service

Purpose

The purpose of this award is to recognize programs in automotive service that exemplify the highest standards of excellence for career
preparation as determined by individuals employed in that occupationa field. Awards are presented annually in these three categories:
secondary, postsecondary/manufacturer-sponsored and postsecondary/non-manufacturer-sponsored. Eligiblefor thisaward competition are
ASE certified automobile technician, medium/heavy truck, and collision repair/refinish training programs. The awards are sponsored by
ACTE, ASE, and the Automotive Industry Planning Council.

Application

Application criteria and procedures are available upon request, see ACTE guidelines found in Appendix A.

Deadline

Information on deadlines for entries is available from the contact person listed on the ACTE guidelines found in Appendix A.
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ACTE/NIOSH School Lab Safety Award

Purpose

Sponsored by ACTE and the National Institute for Occupational Safety and Health. To encourage asafe and healthy environment in school
laboratories, NIOSH and ACTE are seeking entries from ACTE members on the subject of “Promoting Safety and Health in Career and
Technical Education.” One entry will be selected to receive an award of $750 to the author and $250 to the author’ s educational institution.

Application

Refer to the 2006 ACTE Awards Program for details.

Deadline

Information on deadlines for entriesis available in the 2006 ACTE Awards Program to be available in the future at www.acteonline.org.
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Appendix A

ACTE Awards Program

The 2007 Awards Program guidelines must be used for
submitting Region 3 & ACTE nominations. The 2007
guidebook is not currently available.

(For copy go to www.acteonline.org)
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Appendix B

IACTE
Seguence for
State/Region/National
Awards
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IACTE Awards Timeline

Award IACTE Region 3** ACTE** Due Comments
Due Date Due Date Date
IACTE Arch of Fame (formerly IL April 1
Award of Merit)
April 1 May ACTE Award of
IACTE Friend of CTE M erit
IACTE Outstanding Service Award April 1 May
IACTE Teacher of the Y ear April 1 June May
IACTE Outstanding CTE Educator April 1 June May
IACTE Outstanding New CTE April 1 June May
Teacher
IACTE Outstanding Teacher in April 1 June May
Community Service
IACTE Outstanding New CTE April 1
Educator
IACTE Image Award April 1
IACTE Policy Maker of the Y ear April 1
IACTE 100% Membership Award April 1
IACTE Affiliate Professionalism April 1
Award
ACTE Carl Perkins Humanitarian April 1 May
Award
ACTE Arch of Fame Award April 1 May
ACTE Image Award April 1 See guidelines
ACTE Policy Maker of the Y ear April 1 See guidelines
Award for Excellence, Automotive April 1 See guidelines
Service
ACTE/NIOSH School Lab Safety April 1 See guidelines
Award

**See Region 3 & ACTE Program Guidelines for specific date.
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Appendix C

Evaluation Forms

for
IACTE Arch of Fame Award
IACTE Friend of CTE Award
|ACTE Outstanding Service Award
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IACTE
Arch of Fame
Evauation Form

Awards Committee Evaluation Form

Name of Nominee

Last First

Thissection for use of IACTE Awards Committee.

Criteriafor IACTE Arch of Fame Possible Points Evaluator Score

Section A
Impact of contributions on student achievement, 20
curriculum, community, career and technical
education

Section B
Significant contributionsto IACTE 30

Section C
Significant contribution to the affiliate 20

Section D
Significant contributions at the state and/or 10

national level

Section E
Contributions or prominence achieved above and 20

Beyond job assignments

TOTAL 100

Additional Comments.
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Signature of Evaluator

Date of Evaluation

IACTE

Friend of Career & Technical Education
Evauation Form

Awards Committee Evaluation Form

Name of Nominee

Last

First

Thissection for use of IACTE Awards Committee.

Criteriafor IACTE Friend of CTE

Section A
Impact of contributions through sponsored
programs

Section B

Impact of contributions through publications

Section C
Impact of contributions through financia support

Section D
Impact of contributions through other activities

Additional Comments.

Signature of Evaluator

Possible Points Evaluator Score
25
25

25

25
100

Date of Evaluation
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IACTE

Outstanding Service Award
Evauation Form

Awards Committee Evaluation Form

Name of Nominee

Last

First

Thissection for use of IACTE Awards Committee.

Criteriafor IACTE Outstanding Service

Section A
Local/&ffiliate contributions, including honors,
or recognitions, professional offices and
committee appointments

Section B
State/regional contributions, including honors
or recognitions, professional offices and
committee appointments

Section C
National contributions, including honors,
or recognitions, professional offices and
committee appointments

Section D
Publications.

Section E
Significant contributions to the field of career and
technical education

TOTAL

Additional Comments.

Possible Points Evaluator Score
25
25

10

10

30

100
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APPENDIX 2: IACTE EMBLEM
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APPENDIX 3: ORGANIZATIONAL CHART
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ORGANIZATION CHART

ILLINOISASSOCIATION FOR CAREER & TECHNICAL EDUCATION

IACTE BOARD OF DIRECTORS

i IACTE o | Executive
Officers i Director
IAVAT IFACSTA i IBEA TEA of IL INRS IHOA ICTA i ICCA ILAVESNP
President President | | President President President President President |: | President President
IACTE Affiliate IACTE
Task Forces Presidents-elect Liaisons

IACTE MEMBERSHIP

Indicates voting members
of Board of Directors

Indicates paid staff
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APPENDIX 4. CONVENTION GUEST REGISTRATION
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DEFINITION: "A CONVENTION GUEST isdefined as aperson who is not actively engaged in vocation/technical
(or affiliated) professions, but who is an active participant in the affairs of the Convention."

IDENTIFICATION:  Each AFFILIATE PRESIDENT isresponsiblefor submitting to the President (of theIACTE) alist of
the names and addresses of each OFFICIAL GUEST requested by the affiliate. Thislistisdueprior to
the convention at a date established annually by the Executive Director.

APPROVAL.: ALL CONVENTION GUESTSwill be approved by the President of IACTE and asigned copy of the
list will be returned to the Affiliate President. Any persons not approved by the President of IACTE
may then beregistered (by the affiliate concerned) asaguest of the affiliate by paying theregistration
fee. In some cases, at the discretion of the President, the registration fee may be waived, too.

RESPONSIBILITY: TheEXECUTIVE DIRECTOR isresponsible for having badges prepared for all GUESTS.
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APPENDIX 5: EXECUTIVE DIRECTOR PERFORMANCE EVALUATION
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PERFORMANCE EVALUATION

EXECUTIVE DIRECTOR

ILLINOIS ASSOCIATION FOR CAREER AND TECHNICAL EDUCATION

From lllinois Association for Career and Technical Education Policy and Procedure Manual

1-5-2.

Evaluation Procedure (Amended Nov 19, 2005)

A. Evaluation of the Executive Director shall occur on an annual basis utilizing the evaluation instrument in

Appendix 5. The evaluation instrument will be distributed at the winter board meeting and collected
within forty-five calendar days of the meeting. The Executive Board will meet with the Executive Director
to discuss the eval uation before presentation to the general board.

B. An evauation summary will be presented to the Board of Directors at the Spring Board Meeting and the
Executive Director will be asked to give a self-evaluation report and comment relative to the provisions
requested or desired in a new contract.

Considerations for your evaluation

Independent studies have shown that successful association executives should have the following attributes
and/or abilities.

Policy level activity involvement

Is highly respected by members

Demonstrates leadership performance with staff

Has effective delegation skills

Provides staff motivation rather than direction

Works closely with the Board of Directors and other volunteer leaders

Has concentration on long-term goals and strategic planning at |eadership level

Also, keep in mind the purpose of the Executive Director and that he/she is responsible for:

Providing Board of Directors operational support

Managing budgeting and financial function

Managing personnel

Maintai ning appropriate communications

Monitoring state and federal legislation

Developing, promating, and serving membership

Coordinating the planning of the annual meeting/convention and other meetings, workshops, and/or
inservices

Acting as liaison with other associations and organizations

Given the above considerations, please rate the following by writing the number of your choice for each statement
in the blank space to the left using the following rating system.

NwWhrO

Excellent Performance far surpasses expectations.

Superior Performance almost always surpasses expectations
Competent Performance adequate, normally meets expectations
Fair Performance adequate, some deficiencies exist
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1 Unsatisfactory Performance is unacceptable
N Reviewer does not feel qualified to provide aranking in this area

LEADERSHIP

Understands and engages in active listening

Works collaboratively with others

Makes high quality decisions while gaining the commitment of others
Knows when and how to delegate effectively

Knows how to generate trust among membership

Demonstrates adrive for results

Y our Comments

ADMINISTRATIVE MANAGEMENT

Is resourceful in dealing with conflicts
Understands and utilizes strategic planning techniques

Keeps leadership informed

Works to strengthen volunteer structure to improve decision-making

Y our Comments

POLICY AND FISCAL MANAGEMENT

Demonstrates fiscal responsibility in managing IACTE

Operates within approved budget and uses resources effectively

Provides policy guidance for the Board, staff, and volunteers

Keeps the Board focused on forward thinking objectives and goals

K eeps the Board and members aware of changes that effect the organization and the profession
Effectively liaisons with related organizations and key stakeholders

Ensuresthat all operations are in full compliance with the law

Y our Comments
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PERSONAL ATTRIBUTES

Respects the dignity and value of others

Skilled in and aptitude for dealing with awide variety of people
Observes professional standards of conduct on adaily basis
Adapts to change and has the ability to think creatively

Sensitive to member needs

Isfair in dealing with all members

Shows poise in handling sensitive issues

Accepts constructive criticism

Conscientious and confident in fulfilling responsibilities
Encourages innovation and forward thinking of |eaders, members, staff
Is adept at changing negative situations into positive experiences

Solves problems instead of blaming and criticizing

Y our Comments
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APPENDIX 6: STANDING RULES GOVERNING BOARD OF DIRECTORS MEETINGS
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STANDING RULES GOVERNING BOARD OF DIRECTORS MEETINGS

I. Board Composition - The Board of Directors shall be composed of the following members:

A. Voting Board Members

1.

2.

Five IACTE Officers: President, Past President, President-Elect, Secretary, and Treasurer

The presidents or appointees of each Affiliate

B. Board Liaisons

1.

2.

3.

4,

Nine IACTE Affiliate Vice Presidents/Presidents-Elect
Eleven Task Force Chairpersons
Liaisons approved by the voting members of the IACTE Board of Directors

Others as appointed by the President with approval of the IACTE Board of Directors

I1. Motioning Procedure

A. A motion may be offered by any member of the IACTE Board of Directors except the President
(unless he/she relinguishes the Chair to the next appropriate officer).

B. The Motion should not be negative in nature.

C. Each member who offers a motion shall be given the first opportunity to explain the intent of the
motion to the Board of Directors.

D. A member who has moved a motion shall not speak against the motion.

I11. Discussion Procedure

A All voting and liaison members of the IACTE Board of Directors shall have discussion privileges and

are encouraged to participate in the discussion of IACTE business upon being recognized by the
President.

B. Thetimelimit on each agendaitem shall be no more than fifteen (15) minutes unless the Board of
Directors votes to suspend the rule and continue discussion on the agendaitem.

C. Comments from non-Board members may be made during the designated "comments from visitors'
portion of the agenda. Comments are limited to five (5) minutes. Only one person may speak on any

given subject.

IV. Voting Procedure

A. All Board members each have one vote.

B. The President may vote only to break atie.
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C. A quorum must be present before any businessistransacted. A quorum consists of a majority of both
the Affiliate Presidents (five out of nine) and the Officers (three out of five.)

IACTE Policy and Procedure Manual (Approved Revisions, February 4, 2006)



APPENDIX 7: TASK FORCES
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A. Duties of Task Force Chairpersons

1. Becomefamiliar with dutiesof thetask force as stated in this|ACTE Policies & Procedures Handbook
and the Constitution and Bylaws.

2. Obtaintask forcefilesfrom previoustask force chairperson and review reports and materials contained
therein.

3. Review previoustask force reports.

4, Contact and inform task force members of their duties and responsibilities as stated in this IACTE
Policies and Procedures Handbook.

5. Assist the President in selecting aternate members if appointed task force members cannot perform
their duties and responsibilities.

6. Preparean annual written report on the activities of the task force to be presented to the IACTE Board
of Directors and filed with the IACTE Secretary.

B. IACTE Task Forces and Appointments

1. Awards Task Force

A. The Awards Task Force will be co-chaired by the two immediate Past-Presidents of the Association
each serving atwo year term.

B. The Awards Task Force Chair will be responsible for preparing a written report on the task force's
activities, present the report annually to the Board of Directors, and file it with the IACTE Secretary.

C. The Awards Task Forceis responsible for reviewing and revising the Awards Program (appendix 1),
including the award categories, descriptions, and criteria, and distributing the brochureto each effiliate
President on an annual basis at the second board meeting post convention.

D. The Awards Task Force is responsible for selecting the recipients from the nominees for the awards
(where applicable).

E. Full descriptions and criteria for each award category will be included in the Awards Program
(Appendix I.).

F. All awards must be approved by the Awards Task Force and/or the Board of Directors.
G. ThelACTE Executive Director isresponsible for the following:

1. Publishing the awards Program.

2. Follow-up publicity on award recipients.

3. Preparing and forwarding, in concert with the nominator, the appropriate materialsfor any eligible
ACTE award nominee.
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H. Duetothe need to keep criteriacurrent with ACTE requirements, the IACTE Awards Program will be
considered an appendix to this document, and will not require two readings by the Board of Directors
for approval.

I. Plaguesfor the|ACTE Award recipientsarefurnished by IACTE. Incompleteor |ate entries, however,
will not guarantee that a plague will be available for the awards presentation at the annual convention.

2. Constitution Task Force

A. The main purpose of the Constitution Task Force is to see that the Congtitution is kept up to date in
accordance with the recommendation of the IACTE Board of Directors.

B. Thechairperson of the Constitution Task Force shall serve as parliamentarian (See Article X, Section
1.B of the IACTE Bylaws).

1. The Parliamentarian is appointed by the President with the approval of the Board of Directorsto
advise the President as needed in the conducting of business meetings

2. The Parliamentarian should attend:
aAll Board of Directors meetings
b.The House of Delegates meeting at the IACTE Convention.
C. Inaddition, the Parliamentarian shall:

1. Review the Constitution and Bylaws of the Association to suggest any modifications which will
improve the Association.

2. Check all action of the Association for the constitutionality of action and notify the el ected officers
of any deviations

3. Accept from the Board of Directors and/or Executive Committee any recommendations of
Congtitution and Bylaws.

4. Prepare copies of the Constitution with the proposed changes for the approval of the Board of
Directors and the Association.

5. Present the proposed changes to the Association at the House of Delegates meeting for adoption.
6. Transfer handbook materials and task force files to successor.

7. Maintain apermanent record of the activities of the task force and file an annual summary with the
IACTE Secretary and the IACTE President-Elect following the annual IACTE Convention.

3. IACTE Policies and Procedures Handbook Task Force

A. Thetask force shall be responsible for keeping the Handbook functional and for the distribution of the
Handbook.

B. The Secretary shall annually reprint and distribute those sections of the Handbook which shall be
necessary to maintain its accuracy and completeness.
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C. Revise and duplicate the officer and task force sections of the Handbook and distribute them to all
IACTE Board Members as early as possible in the elective year.

D. Securerevisionsof other Handbook sections at the direction of the President, duplicate and distribute
these to IACTE officers and task force chairpersons as needed.

E. The Secretary shal chair the Policy and Procedures Handbook Task Force.

4. lllinois Curriculum Council Representative

The Illinois Curriculum Council, through the auspices of the Office of the Illinois State Board of
Education, devotes its efforts to improving all areas of education. So that vocational/technical
education may have its place in projects designed for improvement of education, the representative
shall:

A. Represent the IACTE on the Illinois Curriculum Council .

B. Reporttothe | ACTE Board of Directors on the activities conducted at the Ilinois Curriculum Council.

C. Reqguest from Board of Directors concerns that should be taken to the Council .

5. Membership Processing

A. Procedurefor IACTE Membership Processing

1.

The IACTE will acknowledge al membership forms received (new and renewal) within two (2)
work weeks of the date received in the IACTE Executive Office.

If the IACTE Membership form and amount enclosed are correct, the person will be mailed a
packet of appropriate information and their membership card at that time.

If the IACTE Membership form and/or amount enclosed areincorrect, the person will bemailed an
appropriate | etter requesting they send further information and/or additional money. Thisletter will
state that they have 90 days in which to clear up the matter before they are dropped from full
membership. If any person with the incorrect amount does not request arefund then their money
will not be refunded. If they do request arefund, a $5.00 handling fee will be withheld from the
incorrect amount.

Any member who does not renew within 6 months of their anniversary date will be dropped from
the mailing list.

Each month the IACTE Office will mail a computer print-out of new/renewed members to the
appropriate affiliate membership chairperson(s) along with a cover memo, check, and tally form.

ACTE wants the transmittal forms and check together to the same person, therefore, the IACTE
office will wait for the check before mailing appropriate forms.

It isrecommended that those affiliateswho receive membership directly follow the same procedures
and timelinesasin #4 in order to mail membershipsto IACTE.
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6. Nominations Task Force

A. Applications for IACTE offices shall be distributed to the affiliate Presidents; dligibility is in
accordance with the following:

1.

An affiliate division will be allowed to submit a candidate for the office of president-elect to the
nominating task force as long as the affiliate does not have a member representing their affiliate
currently serving as immediate past president, president, or president-elect. Any affiliate may
submit a candidate for the office of secretary. (Per Article VI, Section 1.B.2 IACTE Bylaws).

The | ACTE President-Elect shall be elected from among those |ACTE memberswho have been an
active member of the affiliate from which they are nominated for at least three years and must have
served the effiliate in aleadership capacity. (Article VI, Section 1.B.3 IACTE Bylaws).

B. Time schedule for the nominating process.

1.

2.

5.

The Nominating Task Force shall be appointed no lessthan 90 days preceding the annual meeting.

Preferably, at the nearest IACTE Board Mesting preceding the 90th day ahead of the annual
meeting, the Nominating Task Force will be made known. All affiliate representatives will be
informed of the need for nominations and those eligible and those not eligible for nomination and
election.

Information to be provided to the Chairperson of the Nominating Task Force when the appointment
is made includes:

a. ldentification of current officersand/or affiliatesthat are not eigiblefor nomination according
the Bylaws.

b. Alist of the names, addresses and phone numbersof all the officers of the lACTE and of each
of the affiliates.

The Nominating Task Force will send arequest for nominationsto the officers of all affiliates not
lessthan 60 days preceding the annual meeting. Therequest for nominations|etter will include full
information concerning the procedures and time deadlines.

a. A resumemust be provided for each person nominated including the current address, position,
and phone number of each nominee.

b. A letter from the nominee agreeing to serve, aletter of support from the nominee's affiliate
president, and aletter from the nominee's employer indicating willingnessfor the nomineeto serve
in the position shall be provided to the Nominating Task Force prior to the deadlinefor receiving
nominations.

The deadline for receipt of nominations and resumes shall be no later than 30 days preceding the
start of the annual meeting.

a. The President of the IACTE and the President of each affiliate shall be notified of the
recommendations of the Nominating Task Force no lessthan two weeks preceding the start of the
annual meeting.
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b. TheNominating Task Force will request that the President of the affiliate of those members
who are recommended by the Task Force to prepare a specified number of copies of a one-page
resume for each nominee and bring them to the annual meeting.

C. Supervisethe election process and enforce the election/campaign rules:

1.

The dlate of candidates will be presented to the IACTE Board on Wednesday evening before the
convention starts on Thursday. Upon Board acceptance of this date, candidates may begin to
campaign for office. Prior to Board action, candidates may contact Affiliate Presidentsto arrange
for time on the Affiliate Board Meeting Agendas.

Executive Committee members may not take an active role in campaigning for the election of a
candidate. The only exception will be that an individua running for re-election or another office
may campaign for themselves.

Campaign activities may include the following: receptions, brochures, give-away items such as
notepads, stickers, pencils, magnets, candy, etc. It istheresponsibility of the candidate to find out
the rules of the hotel before posting signs, etc.

Campaign buttons, stickers, etc must be removed before entering the House of Delegates.
After the nominations task force report to the House of Delegates and nominations from the floor,

each candidate in a contested race will be asked to give a three minute presentation asto higher
credentials and vision for the future of the association.

D. Information to be made available for all nominees to be "nominated from the floor" of the House of
Delegates.

1.

Prior to the scheduled time of convening the House of Delegates at the Annua Meeting, the same
materialsrequired by the Nominating Task Force for nominations shall be provided to the President
of IACTE (or the person presiding for the President).

Theformsare:

a A full resume

b. A letter from the nominee agreeing to serve

c. A letter of support from the Affiliate President

d. A letter from the nominee's employer indicating willingness for the nominee to serve

e. Copiesof aone-page resume for distribution at the House of Delegates

E. Contact affiliates again if one or more nominations are not received for IACTE offices.

F. Preparethe balotsfor the IACTE membership.

G. Supervisethe election process during the annual IACTE House of Delegates.

H. Serveasofficia tabulator of the votes cast during the election of the IACTE Officers.
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Write aletter of appreciation to each candidate whose name was not placed in nomination.

J.

Maintain a permanent record on the activities of thetask force, report to the Board of Directors, and file
an annua summary with the IACTE Secretary.

In the event amajority vote is not obtained by an individual for an officein the lllinois Association for
Career and Technical Education, balloting will continue until one (1) of the nominees clearly receives
over fifty percent (50%) of the ballots cast. When repeated balloting for an office is necessary, the
names of al nominees are kept on the ballot, unless a candidate voluntarily withdraws.

7. Strategic Plan Task Force

A.

Thetask force will be composed of the president-elect of each affiliate with the |ACTE president-elect
serving as chairperson.

The purpose of the Strategic Plan Task Force is to work with the IACTE Board of Directors in
designing annually an articulated performance based set of goalsfor the Association. Each god should
be directed to a specific task force and/or individual to assure identification of those responsible for
achieving the goals.

Submit the Strategic Plan to the IACTE membership for approva at the annual IACTE Convention.

Cooperate with the Executive Committee in assigning responsibility for the activities set forth in the
Strategic Plan.

Encourage membersto follow the Strategic Plan.
Work with the IACTE President to carry out the current Strategic Plan.

Cooperate with the Board of Directorsin evaluating the Association's utilization of the Strategic Plan at
the end of the year.

. Submit a copy of the IACTE Strategic Plan to the ACTE Regional Vice-President each year.

Maintain apermanent record of the activities of thetask force, report to the Board of Directors, andfile
an annua summary with the IACTE Secretary.

8. Public Information Task Force

A.

C.

In addition to the chairperson, the task force should be composed of a member appointed by each
affiliate.

The task force shall be responsible for the study and evaluation of legislation--current, pending, and
proposed--on the local and state level.

Work closely with Executive Director to:

1. Keep membersinformed of policy mattersat thelocal, state, and national levelswhich would directly

or indirectly affect Career and Technical education.

2. Establish and maintain good relationships with state and national legidators.
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Keep policy makers informed of needs, accomplishments, and concerns of Career and Technical
education throughout the year.

Cooperate with the State Board of Education Department of Adult, Vocational, and Technical

Education, and the Association for Career and Technical Education on both state and national

legidlation.

Plan and organize local policy making action

a  Organize and maintain arapid communication network among |ACTE members so that immediate
action can be set into motion when desired.

b. Be prepared to contact policy makers with telephone calls, letters, telegrams, and personal
contacts.

The chairperson and/or task force shall make recommendationsto the IACTE Board concerning policy
meatters which affect Career and Technical education.

Report to the IACTE membership through the Newsletter.
Present a summary of the task force's activities to the membership at the annual IACTE Conference.

Maintain a permanent record on the activities of the task force and file an annual summary with the
IACTE Secretary and IACTE President-Elect at the annual IACTE Conference.

A chairperson or task force designate will attend the ACTE Policy Seminar. Cost of attendancewill be
built into the budget of thistask force.

9. Public Relations Task Force

A.

G.

H.

Cooperate with the Executive Director in devel oping public understanding and appreciation of Career
and Technical education.

Develop methods for publicizing Career and Technical education.

Cooperate with loca media for coverage of the IACTE conference, Vocational Seminars and
workshops.

Work with members at the local level to develop public relations materials for Career and Technical
education.

Submit news articles for publication in each IACTE Newsletter.
Encourage IACTE members to submit articles for publication in the IACTE Newsletter.
Organize and promote activities for Career and Technical Education week.

Submit articles to be included in the ACTE publications.

10. Resolutions Task Force

A.

Solicit resolutions, including intent and rationale, prior to the annual IACTE Conference from the
IACTE Board of Directors and affiliates.
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B. Provide copies of the proposed resolutions to each of the affiliates for study and consideration at least
eighteen (18) hours prior to the IACTE House of Delegates meeting during the annual IACTE
Conference.

C. Present resolutions to the IACTE membership for action during the House of Delegates.

D. Maintain a permanent record of the activities of the task force and file a summary with the IACTE
Secretary and IACTE President-Elect following the annual IACTE Conference.

E. The Parliamentarian shall serve as chairperson of thistask force.

11. Membership Promotion Task Force

A. Retention

1. Members, whose expiration date is approaching, are automatically notified by the IACTE office one
month prior to their anniversary date. A follow-up billingismailed six weekslater if membership dues
have not been paid. Following these two contracts, further pursuit is at the initiative of the member's
past affiliate.

2. Affiliates are encouraged to cross check membership lists semi-annually to keep abreast of
membership count and status. Having identified delinquent members, each affiliate should devise a
systematic and/or scheduled procedure for retention. Suggested approaches are:

a.  Renewa letters highlighting upcoming events and encouraging reconsideration.

b. Short questionnaires talored to the affiliate seeking reasons for withdrawal, needs of the
individual, and suggestions for improved services.

c. Development of dide presentations, video tapes, or other audio/visua inducement to encouragere-
enrollment.

d. Each contact should include acurrent brochure (both affiliate and IACTE), membership form, and
most recent newsdl etter.

B. Recruitment
1. The Membership Task Force, consisting of affiliate representatives and a designated chair, plans
promotions on an annual basis. The approach of theseincentivesisaimed at increasing membership of
the association as awhole.

2. Each affiliate should supplement these efforts through pertinent and directed campaigns targeted
toward potential individuals within specific areas.

3. Suggested resources are;

a Generated list of teachers/administrators/ counselors from various state organizations such as
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ISBE/DAVTE and ICCB

Career Guidance Center Networks

County superintendents' directories

Faculty lists from college catal ogues

Professional organization membership lists

Recent graduates of Career and Technical training programs and teacher training institutions.

Regiona Systems Directors

b. ldentifiable paraphernaliato attract individuals in each area such as plagues, stickers, and pins
worn or displayed by current members.

c. Development and distribution of brochures denoting future meetings, conferences and workshops.

d. Encouragement of optimum personal contact by affiliate membership during opportunities other
than IACTE related functions.
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SEXUAL HARASSMENT POLICY STATEMENT

The lllinois Association for Career and Technical Education’ s position is that sexual harassment is aform of
misconduct that undermines the integrity of the employment relationship. All employees have the right to work
in an environment free from all forms of discrimination and conduct which can be considered harassing, coercive,
or disruptive, including sexual harassment. Anyone engaging in harassing conduct will be subject to discipline,
ranging from awarning to termination.

What is sexual harassment? Sexual harassment is defined as any unwanted physical, verbal or visual sexual
advances, requests for sexual favors, and other sexually oriented conduct which is offensive or objectionable to
the recipient, including, but not limited to: epithets, derogatory or suggestive comments, slurs or gestures and
offensive posters, cartoons, pictures, or drawings.

When is conduct unwelcome or harassing? Unwelcome sexual advances (either verbal or physical), requests
for favors and other verbal or physical conduct of a sexual nature constitute sexual harassment when:

submission to such conduct is either an explicit or implicit term or condition of employment (e.g.,
promotion, training, timekeeping or overtime assignments)

submission to or rejection of the conduct is used as a basis for making employment decisions (hiring,
promotion, termination)

the conduct has the purpose or effect of interfering with an individual's work performance or creating an
intimidating, hostile, or offensive work environment

What isnot sexual harassment? Sexua harassment does not refer to occasional compliments of a socialy
acceptable nature. It refersto behavior that is not welcome, that is personally offensive, that debilitates morale,
and that, therefore, interferes with work effectiveness.

What should you do if you are sexually harassed? If you feel that you have been the recipient of sexually
harassing behavior, report it immediately to the Executive Director of the Illinois Association for Career and
Technical Education or other supervisor. It is preferable to make a complaint in writing, but you can accompany
or follow up your written complaint with averbal complaint.

If your supervisor isthe source of the harassing conduct, report the behavior to the President of the Illinois
Association for Career and Technical Education.

Your identity will be protected and you will not be retaliated against for making a complaint.

What happens after a complaint ismade? Within 5 working of days after awritten complaint is made, a
supervisor, or other person designated by the Executive Board, will investigate the complaint. The person will
speak with possible witnesses and will speak with the person named in your complaint. Your anonymity will be
protected to the extent possible.

Depending on the complexity of the investigation, you should be contacted within two weeks about the status of
your complaint and whether action is being taken.

Adopted November 18, 2006
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CONFLICT OF INTEREST

Articlel
Purpose

The purpose of the conflict of interest policy isto protect this tax-exempt association’ sinterest when it is contemplating entering into a
transaction or arrangement that might benefit the private interest of an officer or director of the association or might result in a possible
excess benefit transaction. This policy isintended to supplement but not replace any applicable state and federal laws governing conflict
of interest applicable to nonprofit and charitable organizations.

Articlell
Definitions

1. Interested Person
Any director, principal officer, or member of a committee with governing board delegated powers, who has adirect or indirect
financia interest, as defined below, is an interested person.

2. Financial Interest
A person has afinancial interest if the person has, directly or indirectly, through business, investment, or family:
a Anownership or investment interest in any entity with which the association has a transaction or arrangement.
b. A compensation arrangement with the association or with any entity or individual with which the association has a transaction or
arrangement, or
c. A potential ownership or investment interest in, or compensation arrangement with, any entity or individual with which the
association is negotiating a transaction or arrangement.

Compensation includes direct and indirect remuneration as well as gifts or favors that are not insubstantial.

A financia interest is not necessarily a conflict of interest. Under Article I11, Section 2, a person who has afinancial interest may
have a conflict of interest only if the appropriate governing board or committee decides that a conflict of interest exists.

Articlelll
Procedures

1. Duty to Disclose
In connection with any actual or possible conflict of interest, an interested person must disclose the existence of the financia
interest and be given the opportunity to disclose all material facts to the directors and members of committees with the governing
board delegated powers considering the proposed transaction or arrangement.

2. Determining Whether a Conflict of Interest Exists
After disclosure of the financial interest and all material facts, and after any discussion with the interested person, he/she shall leave
the governing board or committee meeting while the determination of a conflict of interest is discussed and voted upon. The
remaining board or committee members shall decideif a conflict of interest exists.

3. Procedures for Addressing the Conflict of Interest

a Aninterested person may make a presentation at the governing board or committee meeting, but after the presentation, he/she
shall leave the meeting during the discussion of, and the vote on, the transaction or arrangement involving the possible conflict
of interest.

b. The chairperson of the governing board or committee shall, if appropriate, appoint a disinterested person or committee to
investigate alternatives to the proposed transaction or arrangement.

c. After exercising due diligence, the governing board or committee shall determine whether the association can obtain with
reasonabl e efforts a more advantageous transaction or arrangement from a person or entity that would not give rise to a conflict
of interest.

d. If amore advantageous transaction or arrangement is not reasonably possible under circumstances not producing a conflict of
interest, the governing board or committee shall determine by a majority vote of the disinterested directors whether the
transaction or arrangement isin the association’ s best interest, for its own benefit, and whether it isfair and reasonable. In
conformity with the above determination it shall make its decision as to whether to enter into the transaction or arrangement.

4. Violations of the Conflicts of Interest Policy
a If the governing board or committee has reasonable cause to believe amember has failed to disclose actual or possible conflicts
of interest, it shall inform the member of the basis for such belief and afford the member an opportunity to explain the alleged
failure to disclose.
b. If, after hearing the member’ s response and after making further investigation as warranted by the circumstances, the governing
board or committee determines the member has failed to disclose an actual or possible conflict of interest, it shall take
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appropriate disciplinary and corrective action.
ArticlelV
Recor ds of Proceedings

The minutes of the governing board and all committees with board delegated powers shall contain:

a The names of the persons who disclosed or otherwise were found to have afinancial interest in connection with an actual or
possible conflict of interest, the nature of the financial interest, any action taken to determine whether a conflict of interest was
present, and the governing board' s or committee’ s decision as to whether a conflict of interest in fact existed.

b. The names of the persons who were present for discussions and votes relating to the transaction or arrangement, the content of
the discussion, including any alternatives to the proposed transaction or arrangement, and arecord of any votes taken in
connection with the proceedings.

ArticleV
Compensation

a A voting member of the governing board who receives compensation, directly or indirectly, from the association for servicesis
precluded from voting on matters pertaining to that member’s compensation.

b. A voting member of any committee whose jurisdiction includes compensation matters and who receives compensation, directly
or indirectly, from the association for servicesis precluded from voting on matters pertaining to that member’s compensation.

¢. No voting member of the governing board or any committee whose jurisdiction includes compensation matters and who receives
compensation, directly or indirectly, from the association, either individualy or collectively, is prohibited from providing any
information to any committee regarding compensation.

Article VI
Annual Statements

Each director, principal officer, and member of a committee with governing board delegated powers shall annually sign a statement
which affirms such person:
a Hasreceived acopy of the conflicts of interest policy,
b. Hasread and understands the policy,
¢. Hasagreed to comply with the policy, and
d. Understands the association is charitable and in order to maintain its federal tax exemption it must engage primarily in activities
which accomplish one or more of its tax-exempt purposes.

Article VII
Periodic Reviews

To ensure the association operates in a manner consistent with charitable purposes and does not engage in activities that could jeopardize
its tax-exempt status, periodic reviews shall be conducted. The periodic reviews shall, at a minimum, include the following subjects:
a Whether compensation arrangements and benefits are reasonabl e, based on competent survey information, and the result of arm’s
length bargaining.
b. Whether partnerships, joint ventures, and arrangements with management organizations conform to the association written
policies, are properly recorded, reflect reasonable investment or payments for goods and services, further charitable purposes and
do not result in inurement, impermissible private benefit or in an excess benefit transaction.

Article VIII
Use of Qutside Experts

When conducting the periodic reviews as provided for in Article V11, the association may, but need not, use outside advisors. If outside
experts are used, their use shall not relieve the governing board of its responsibility for ensuring reviews are conducted.
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Businessrelationships

Bylaws

Certification of filing

Charitablerisk pool

Close connection

Common control

Community

Compensation

Conflict of interest policy

Controlled by disgualified
persons

Approved March 4, 2008

Definitions

Employment and contractual relationships, and common ownership of a business where any officers,
directors, or trustees, individually or together, possess more than a 35% ownership interest in
common. Ownership means voting power in a corporation, profitsinterest in a partnership, or
beneficial interest in atrust.

Theinternal rules and regulations of an organization.

Articles of incorporation for your organization showing evidence that on a specific date they were
filed with and approved by an appropriate state authority.

An organization described in section 501(n), which is organized and operated to pool insurable risks
(other than medical malpractice) of its section 501(c)(3) members.

A relationship between organizations that may include: control of one organization by another
through common governance or through authority to approve budgets or expenditures; coordination
of operations as to facilities, programs, employees, or other activities;, or common persons exercising
substantial influence over al of the organizations.

Y ou and one or more other organizations have (1) a majority of your governing boards or officers
appointed or elected by the same organization(s), or (2) amajority of your governing boards or
officers consist of the same individuals. Common control also occurs when you and one or more
commonly controlled organizations have a majority ownership interest in a corporation, partnership,
or trust. Ownership means voting power in a corporation, profits interest in a partnership, or
beneficial interest in atrust.

Thelocal or regional geographic areato be served by an organization.

All forms of income from working, including salary or wages, deferred compensation; retirement
benefits, whether in the form of a qualified or non-qualified employee plan (for example: pension or
annuities); fringe benefits (for example: persona vehicle, meals, lodging, personal and family
educational benefits, low interest loans, payment of personal travel, entertainment, or other expenses,
athletic or country club membership, and personal use of your property); and bonuses.

A conflict of interest arises when a person in a position of authority over an organization, such asa
director, officer, or manager, may benefit personally from a decision he or she could make. A conflict
of interest policy consists of a set of procedures to follow to avoid the possibility that thosein
positions of authority over an organization may receive an inappropriate benefit.

As a section 509(a)(3) support organization, you may not be controlled directly or indirectly by
disqualified persons. You are controlled if disqualified persons can exercise 50% or more of the total
voting power of your governing body. You are also controlled if disqualified persons have authority
to affect significant decisions, such as power over your investment decisions, or power over your
charitable disbursement decisions. You are aso controlled if disqualified persons can exercise veto
power. Although control is generally demonstrated where disqualified persons have the authority
over your governing body to require you to take an action or refrain from taking an action, indirect
control by disqualified personswill also disqualify you as a supporting organization.
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DOCUMENT RETENTION POLICY
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TYPE OF RECORD SPECIFIC RECORD RETENTION PERIOD
Accounting Records
Annual financial statements Permanent
Monthly financial statements 3 years
General ledger 20 years
Annual audit records 10 years
Journal entries 8 years
Special reports 8 years
Canceled checks 8 years
A/P paid invoices 8 years
Business expense records 8 years
Credit card receipts 3 years
Cash receipts 3 years
A/R invoices 8 years
Data for acquired/divested assets Permanent
Data for nonacquired/nondivested 5 years
assets
Accounts payable 7 years
Accounts receivable 7 years
Audit reports 7 years
Chart of accounts Permanent
Expense records 7 years
Inventory records 7 years
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TYPE OF RECORD

SPECIFIC RECORD

RETENTION PERIOD

Loan documents

7 years after final payment

Purchase orders 7 years
Sales records 7 years
Stop payment orders 3 years
Bank reconciliations 3 years
Tax Records
Federal tax returns (not payroll) Permanent
State & local tax returns Permanent
Form 990 & supporting Permanent
Form 998-T & supporting Permanent
Supporting documentation 4 years
for taxes
City & State excise tax 5 years (or longer if designated by state
reports & supporting law)
documentation
Unclaimed property filings & 6 years (or longer if designated by state
supporting documentation law)
1099 forms 8 years
Magnetic tape & similar records 1 year
Payroll taxes (W2. W3) Permanent
Payroll taxes (Form 941, 8 years (or longer if designated by state
state withholding forms, law)
state unemployment returns)
Payroll Records
Wage rate tables 3 years
Cost of living tables 3 years
Wage 6 years
Salary 6 years
Payroll deductions 6 years
Time cards or forms 5 years
X1-2 forms 8 years
W-4 forms 8 years
Garnishments 4 years after termination
Payroll registers Permanent
State employment forms 4 years
State unemployment tax Permanent
Cancelled payroll checks 8 years
Deductions register 8 years
Earnings records 8 years
Changes or adjustments to Salary 8 years
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TYPE OF RECORD

SPECIFIC RECORD

RETENTION PERIOD

Insurance Records

Policies (including expired) 5 years
Permanent
Claims for loss/damage,
accident reports, appraisals
Workplace Records
Incorporation records (including Permanent
Bylaws)
Meeting minutes Permanent
Policy statements Permanent
Employee directories 5 years

Legal Records

General Contracts

3 years after termination

Real estate contracts & Permanent
records

Personal injury records 8 years

Trademark registration Permanent

Copyright registration Permanent
Patents Permanent

Litigation claims

5 years following close of case

Court documents & records

5 years following close of case

Deposition transcripts

5 years following close of case

Discovery materials

3 years following close of case

Leases

6 years after termination

Personnel Records

Employment applications
(persons not hired)

1 year

Employment applications

3 years following termination of

(persons hired) employment
Employee resumes & 3 years following termination
employment history employment
Evaluations 3 years following termination of
employment
Promotions, raises, 5 years following termination of
reclassifications & job employment

descriptions

Disciplinary warnings,

5 years following termination of

demotion, lay-off & employment
discharge
Employment & termination Permanent
agreements
Beneficiary information Permanent
Medical and safety records 6 years
Accident reports 6 years

Education assistance

While employed

Sick leave benefits

While employed

Retirement plans

Permanent
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TYPE OF RECORD

SPECIFIC RECORD

RETENTION PERIOD

Incentive plans (after expiration) 6 years

Pension plans Permanent
Technical Materials
Manuals Permanent
Standards Permanent
Committee Meeting Minutes Permanent
Correspondence 5 years after manual or standard becomes
obsolete
Invoices to customers 7 years

The retention periods described herein are guidelines. There are circumstances under
which a record or document may have to be maintained longer than the guidelines. This
will be a decision made by the Document Retention Policy Manager.
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