Georgia Society of Association Executives, Inc.

Governance Policies and Procedures

Introduction

GSAE strives to be an effective professional association that serves its members as well as serve as a role model to associations in its practices, activities, operations and programs.  The GSAE Board of Directors endeavors to establish the vision and leadership to facilitate these goals by establishing appropriate policy and direction, addressing issues in a professional, creative and innovative manner, and by providing a culture that attracts top quality professionals to serve.  

Directors and officers serving on the GSAE Board have a duty of care to set policy and direction and a standard of care to act in good faith in a manner believed to be in the best interest of the association, including reasonable inquiry, that an ordinary prudent person in a like position would use under similar circumstances.   Board members in general are entitled to rely on information supplied by officers, employees, experts and committees with respect to matters the director reasonably believes to be within the competence of such persons.

These policies are designed to establish parameters for the accomplishment of Board goals, establish relationships of accountability, and provide clarity regarding the standards by which the Board’s work will be conducted and accomplished.  Where organizational policies and procedures are specified in the GSAE, Inc. Articles of Incorporation or Bylaws, they are not repeated here.  

Administration

The GSAE office shall be the official headquarters of the Association.  All permanent records, including but not limited to, minutes, financial records, membership information, personnel records, history of activities and events, and publications shall be maintained at this location.  This shall also be the location for maintaining all property of the organization, including awards received, corporate documents, intellectual property, equipment, photographs, and reference material.

Office procedures, hours of operation, purchase and use of association property, and management of staff shall be the responsibility of the President unless otherwise specified by the policies herein.

Advertising

GSAE accepts advertising as a means to support financially its publications and activities. Rates and policies regarding advertising shall be determined by the President, including member/non-member rate differential.  

ASAE and ASA
GSAE is recognized as an Allied Society of the American Society of Association Executives (ASAE: The Center for Association Leadership). GSAE will pursue appropriate collaborative activities with ASAE: The Center for Association Leadership on a case by case basis. 

GSAE is a member of the Association Societies Alliance, a membership association for state, local and regional societies throughout the US. As a member, GSAE agrees to participate by attending meetings and contributing to the mutual success of the allied state societies. 

Awards

The Board of Directors shall determine recognition and achievement awards to be given to members. Criteria for awards shall be recommended by the Awards Committee.  Current awards offered annually are:

Skelton-Massey – Awarded to the member who sponsors the highest number of new members.  Those who directly solicit membership as part of an organized campaign are ineligible to receive this award.

Clifford Clarke Award – Awarded to an association executive in Georgia to honor outstanding service and accomplishments in association management.  The Awards Committee is not limited to nominated candidates in selecting the Award recipient.  Current officers, directors, staff and members of the Awards Committee are not eligible to receive this award.  There may be years in which the Clifford Clarke award is not presented.  The President, Board and staff of GSAE are charged with maintaining the prestige of the Clifford Clarke Award by ensuring a thorough and consistent selection process.

Stephen Styron Award – Awarded to outstanding committee chair for the year.  The GSAE Chair will select the recipient of this award.

Chair’s Award – Awarded to member for outstanding service to the Society, advancing the aims, ideals, and standards of the Society and association management. .  The GSAE Chair will select the recipient of this award.

Peggy Seigler Corporate Member of the Year Award – Awarded to corporate member representative for outstanding continuous service to, involvement with, and support of Georgia’s association community, and of GSAE and the Foundation.

Sharon Hunt Emerging Leader Award – Awarded to an association executive with less than ten years of experience in associations who demonstrates leadership through service to GSAE, their own association and to their community. 
Board of Directors

The President and Chair shall determine time and location of Board meetings and prepare agenda.  Members who wish to place an item on the agenda should contact the President or Chair in advance of the agenda’s publication and should also submit any background information for distribution to the Board to facilitate discussion. The Chair shall have the discretion to table any agenda items not submitted in accordance with this procedure.  A majority of voting members shall constitute a quorum.

The President will prepare and distribute all reports and information relevant to Board meetings in advance of the meeting; such materials will include, but are not limited to, agenda, minutes of the previous meeting, reports of activity, financial reports, strategic planning updates, and supporting materials related to items on which the Board may be requested to take action.  These materials should be distributed to the Board at least one week prior to their meeting.
Minutes of Board meetings will be prepared by the corporate secretary/President. 
Minutes will be sent to Board members within one week after the Board

Meeting.  
Responsibilities of Board members are outlined in the Position Description for Members of the Board of Directors, which shall be attached as an appendix to this manual.  

No Commitment Policy 

Limitation:  No member of the board of directors nor association members shall obligate the corporation or commit it to any policy, program, purchase, sale, or responsibility in or out of the ordinary course of business without the express authority of the board of directors.

Whistleblower Policy
The Georgia Society of Association Executives encourages its employees to report suspected or actual illegal or improper activity, financial or otherwise. The Society will not condone any activity that is illegal or improper, whether done by a Board member or an employee.

 

Report to the President or Chair any activities that you believe to be illegal or improper. Employees will be protected against retaliatory actions resulting from reporting unethical conduct. Any employee who feels that adverse action has been taken toward him/her due to a report of improper activity should notify the President or the Chair as soon as possible.

Board of Directors Self-Assessment
The Board of Directors shall perform a self-evaluation process once every two years and follow the same schedule as that outlined for the performance evaluation instrument for the President [See President Performance Evaluation section below.]

A self-evaluation instrument will be developed by the GSAE Executive Committee and submitted to the entire Board for completion.  After the self-evaluation instrument is completed by Board members, the results will be tabulated by the Executive Committee and submitted to the Board for discussion and consideration.
CAE Study Course

GSAE maintains a commitment to support candidates wishing to obtain the Certified Association Executive certification.  Activities may include a study group, assistance to candidates in submitting the Personal Data Form and designation of a local exam site.  

Code of Ethics

The GSAE Code of Ethics and Statement of Values will be published in the annual directory and/or in other publications as appropriate.  New members will receive these items and will be asked to sign agreement to abide by them as members of GSAE. Dues statements each year will include a reminder to members that they are expected to uphold the code of ethics.

Committees

Committees are designed to ensure member involvement in the planning and execution of GSAE activities and events.  It is recommended that committee chairs be recruited from active members of the committee to provide continuity. Committee guidelines and the Position Description for GSAE Committee Chairs are attached to this manual as an appendix.  

The Board of Directors shall provide oversight to committees through assigned liaisons.  Committee chairs will prepare agendas, set meetings, prepare minutes, send mailings and initiate other communications to committee members. Staff liaisons will be assigned to each committee to assist in planning and support, but do not provide administrative support for committee meetings and communications. Committee chairs will be requested to provide periodic written activity reports to the Board of Directors at the request of the President.  Committee meetings shall not be held concurrently with any GSAE activities without the authorization of the President.

The Chair and President are ex-officio members of all committees.

Task Forces: Task Forces will be convened as appropriate to complete certain projects or goals from the GSAE Strategic Plan.  Chair and/or Vice Chairs will be determined by the Chair or his/her designees.

Communications

The President is the official spokesperson for the Association. This responsibility may be delegated to elected leaders and designated member representatives, as appropriate.  

Board members may state Board or Association policy and may describe Association activities, plans and involvement where this can be done accurately. This is encouraged.  Board members may speak on issues if they identify themselves as such, provided that this is done for identification/qualification purposes and provided that opinions expressed and statements made are attributed solely to the individual involved rather than to the Board or the Association. 

Public statements should be made when they further the mission, goals and strategic plan of GSAE or the profession of association management. Positions of the Association on issues that affect the profession or the members shall be adopted by the Board of Directors.

Official communications on behalf of GSAE should be done on GSAE Letterhead.  Communications to the entire membership must be approved in advance by the President.  

Communications to members should be consistent, professional, and responsive, using available technologies and appropriate mechanisms. The President shall have editorial discretion over all publications.

Conflict of Interest Disclosure

People in leadership positions within GSAE have a responsibility to make others in leadership aware when situations arise in which they have personal gain at stake. The Board has adopted a Conflict of Interest disclosure policy and reporting form that all Board members and committee chairs must sign at the beginning of the program year. Additionally, if a Board member or committee chair engages in a relationship during the year that might have consequences on GSAE decisions, which must be disclosed as well.

Diversity

GSAE is committed to the growth of professionalism in the field of association management, including intent that the membership and leadership reflect the diversity among members of the profession.  Diversity is defined to be the inclusion of all qualified persons whose differences may include, but are not limited to, age, ethnicity, physical ability, gender, race, religion, or sexual orientation.

Dues

The Board of Directors shall determine the dues of all categories of membership and the benefits included in dues payments.

Dues for members joining during the membership dues year will be prorated on a quarterly basis..  

President Performance Evaluation

The Board of Directors is committed to an annual performance review of the President, based on the President's contract year.  The process will occur as follows:

The Executive Committee will serve as the Performance Review Committee.   The Immediate Past Chair will serve as Chair.
60 days prior to the expiration of the President's contract:  Chair of Performance 
Review Committee contacts potential committee members to request that they 
serve on committee and submits evaluation instrument to them for review. The 
evaluation form will be based on the previous year's form, the President's goals, 

the strategic plan, and the Presidents annual report.
45 days prior to expiration:  Evaluation instrument for President sent to all 
members of the Board of Directors; they are asked to complete the evaluation 
instrument and return it to the Chair of the Committee within 7-10 days.
30 days prior to expiration:  Chair of Review Committee compiles results of evaluation forms from Board and submits to Committee for their examination; sets time for committee to meet to discuss and review instrument results, develop evaluation report, determine salary and benefit package for President for coming year(s) and determine length of current contract period, if applicable.
10-21 days prior to expiration:  Performance Review Committee meets with President to present and discuss evaluation report and contract terms.
3-7 days prior to expiration:  If applicable, a new Contract is signed by Chair and President.
Fees

The President shall have the full authority to set fees for all programs, events, publications and business transactions, other than membership dues, on behalf of the Association.

Government Relations

GSAE recognizes that the state and national legislative bodies may propose and enact legislation that affect the not-for-profit sector and the profession of association management. Members who monitor issues in the Georgia General Assembly are asked to make GSAE aware of any issues which might affect the nonprofit community. The President will communicate those issues to the Board.

There is no standing Government Relations Committee. If an issue requires response, the President may form a task force to recommend action, which the President will communicate to the Board of Directors in the manner most expeditious. The task force should not take policy positions nor lobby members of the General Assembly or the U.S. Congress without specific Board approval of the position.

The President will serve as a liaison between the Board and the task force. If the GSAE Board adopts a policy position on legislation, the President is authorized to communicate that position to policy-makers.

GSAE Foundation

GSAE shall provide staffing, occupancy, office services and other support to the Foundation. The President shall determine the level of support required to implement the Foundation’s programs and activities. Intercompany transactions shall be properly recorded and audited.

Job Postings/Resume File

GSAE shall maintain a relationship with a third party provider for a Career Headquarters online at the GSAE website. The Career Headquarters site will provide at minimum, job postings, resume listings and employer account benefits. All notices or advertisements of job openings provided to GSAE must conform to any federal and state laws regarding advertisement of such position. GSAE will not furnish any advice or opinion regarding the suitability of any candidate whose resume GSAE provides. The President will set appropriate fees for posting from members and nonmembers. 

If requested and available, GSAE may from time to time provide resume copies from the office file to prospective employers who are GSAE members. 

Mailing Lists

GSAE will rent its mailing list to generate non-dues revenue and to facilitate the dissemination of information that may be relevant and useful to members. Rates for sale of the list shall be determined by the President, who shall review and approve all materials to be disseminated to ensure its appropriateness. The mailing list shall not be provided to mail any material which conflicts with the mission, goals, and policies of GSAE. E-mail address and fax number lists are not provided under any circumstances.
Meetings

Annual Meeting:  The goals of the GSAE Annual Meeting include a strong educational program, networking opportunities for attendees, programming which meets the organization’s financial goals, and events may include the annual awards presentation. The meeting also provides members an opportunity to become familiar with new venues for meetings and conventions and an opportunity for host sites to showcase properties. The host city/site must be a location attractive to the membership, have facilities that are adequate for the components of the meetings and special events. The Board will select a site which expresses a desire to host GSAE’s members and agrees to comply with the need to be flexible, provide the requisite level of sponsorship, and become a partner with GSAE in planning, promoting, marketing and hosting the meeting. 
Additional criteria for selecting the Annual Meeting site include:

· Annual meeting sites will be at least 30 minutes outside the

Atlanta perimeter but no more than 4 hours from Atlanta. Exception: All

Georgia sites outside of Atlanta will be considered.

· Once every 3 years, the Board should consider sites 4-6 hours

from Atlanta.

· Corporate loyalty and support of GSAE will be considered in

choosing sites.

· Preference will be given to locations where all sleeping rooms

are under one roof.

· The trade show will be no longer than three hours. 

The President will assess the suitability for locations based on the above criteria in consultation with the Chair and other appropriate leaders and recommend prospective sites to the Board of Directors for selection.

Abit Massey Lecture:  An annual lecture in honor of Abit Massey, CAE, will be held each year. GSAE will pay an honorarium and travel expenses to the speaker. 

Luncheons/Special Events/Conferences:  The President, in consultation with the Chair, will establish dates and locations of GSAE meetings and events. Policies regarding refunds, late fees, and registration shall be determined by the President. Prospective individual members may attend one monthly luncheon or appropriate event at no charge. Members may invite guests who are not prospective members to attend at a non-member rate, including the elected leaders of their associations.  

Annual Business Meeting: The Board of Directors will determine the appropriate time and place to hold the Society and GSAE Foundation’s Annual Business Meeting which includes officer and director installation.

Membership

The Board of Directors shall determine appropriate classes of membership and criteria for membership for each class. The President shall approve applications for membership based on these criteria.   
For membership purposes, an association is defined as an organization exempt under the 501(c) section of the Internal Revenue Code and association management companies that are licensed to do business in the state of Georgia and devote at least 50% of their working time to clients who are exempt under this code.

Membership of unemployed members of GSAE who have been in good standing for three years will be extended for the year they have paid dues plus one additional year.  The unemployed member is required to notify GSAE when he/she becomes unemployed and when he/she becomes employed again.

Members who have left employment and who have established their own management companies are considered employed, whether or not they have clients.  

To be eligible for “retired” status, an individual must have been a GSAE member in good standing for three years.

Membership is available to individuals who are enrolled in a curriculum appropriate for a non-profit program in accordance with the Georgia tax code in a college or university in Georgia.

Consultants are eligible for corporate status.

Individual status is available to the CEO of a convention and visitors bureau; other CVB staff members may join as corporate members.

Member Involvement

GSAE strives to be an inclusive organization with member involvement and participation. Members who indicate a willingness to serve in a volunteer capacity shall be welcomed and encouraged by committee or project assignments. This involvement should include all tasks appropriate for volunteers, and the GSAE Statement of Values shall guide this work. Leaders shall see it as part of their responsibility to identify and develop future leaders by providing opportunities to serve, recognition and appreciation for service and a spirit of cooperation and collaboration in the exercise of volunteer activities. Members who contribute to GSAE’s volunteer efforts should be provided clear assignments regarding scope of tasks, accountability, deadlines, resources, and outcomes.  Meetings involving volunteers should be well-run, efficient, effective, and inclusive, remembering that volunteers are giving their time.  

Member Services and Requests

The GSAE Board of Directors annually shall determine a program of benefits, services, and activities to support the mission, goals, and strategic plan of the Association. The Board shall determine the benefits for which dues is the payment and to which members are entitled. Members who desire services in addition to those specified will be charged appropriate fees. Services not published as benefits of membership or publicized as available will be at the discretion of the President, based on appropriate use and availability of the resources of the Association.

Partnerships and Strategic Alliances

GSAE strives to be a partner in the not-for-profit community by engaging in communications and inclusive agreements with related organizations and businesses.  Such partnerships shall be formed at the discretion of the Board of Directors or as delegated to the President and may include, but not limited to, reciprocity of membership, advertising, mailing list exchange, publicity, and co-sponsorship of events.

Professional Development

GSAE is committed to professional development as part of lifelong learning and a pre-requisite to achieving excellence in the professional practice of association management.  Activities will be included throughout GSAE’s programming to educate members and provide leadership and vision in professional development through seminars, workshops, conferences and attendance at meetings of ASAE and related organizations. Needs assessments, member surveys and other forms of data collection will be used to determine educational needs of members at all levels of practice. Professional development of staff shall be considered an essential element of this commitment.

Sponsorship

GSAE may offer sponsorship opportunities to businesses who wish to support meetings, events and activities. Sponsors shall sign a contract, negotiated with the President, for rates and benefits and related terms. No sponsor that has not met the agreed-upon terms shall receive benefits. GSAE does not endorse the products or services of sponsors and does not make any claims or assurances regarding the quality of products or services.

On a first come, first served and space-available basis, businesses may exhibit their products and services at GSAE events for a fee to be determined by the President.  

No company or business may distribute literature, place literature on display or otherwise advertise at official GSAE programs or events without the consent of the President and in accordance with these policies.  

Stationery

An appropriate amount of stationery with the GSAE and GSAE Foundation logos is maintained at the GSAE office. This stationery is for business use only. From time to time, committees or the Board may need to communicate directly with members on GSAE stationery. In those cases, the material to be communicated must be submitted to the President for approval. Printing and mailing of the materials will be conducted by GSAE staff, and the printing and postage fees will be allocated to the appropriate committee or Board.

Strategic Planning

The GSAE Board of Directors shall regularly engage in strategic planning activities and subsequently monitor the progress made on achieving the planned program of work.  Committees, programs, publications and events shall be determined based on this planning, and the annual operating budget shall be designed to allocate resources for the achievement of established plans.

Volunteer Indemnification

GSAE shall indemnify each of its officers and directors through directors and officers’ liability insurance against expenses and other disbursements in connection with any action or proceeding to which he or she is made or threatened to be made a party because he or she is a director or officer of GSAE, Inc. in accordance with the provisions of the insurance policy and the law governing non-profit corporations in Georgia.  
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