WESTOP Cen-Cal 
July 1, 2013 – June 30, 2014

Executive and Standing Committee Contract

 This contract defines the structure of the committee as it relates to completing the duties assigned during the 2013-2014 year. This document is a living document; revisions and changes may occur throughout the course of the project. The team is comprised of: 

Executive Committee

President – Norma Cuevas
President-Elect – Jesus Clemente
Treasurer - Liliana Sanchez
Secretary – Carolina Sordia
Parliamentarian – Omar Murillo
Standing Committee

Professional Development Chair- Martha Escalera
Student Leadership Conference Chair – Jenny Robledo, Jenny Amaro and Martina Granados
National TRiO Day Chair – Cesar Margarito
Legislative, Education & Research Chair – Clementina Macias
Scholarship Chair – Jenny Amaro
Resource Development Chair - 

Public Relations & Technology Chair – Bernardo Reynoso
Summer Jam Chair – Diana Tapia-Wright
Fair Share - 


The vision of the WESTOP Cen-Cal Chapter is to:

Vision: The purpose of the CHAPTER is to bring together WESTOP members of the central region of California to articulate and act upon issues and concerns of their membership within the vision of WESTOP as expressed in Article II, Section 2.1 of the WESTOP bylaws.

Mission: The function of the CHAPTER is to bring together WESTOP members of the central region of California to articulate and act upon issues and concerns of their membership within the mission of WESTOP as expressed in Article II, Section 2.2 of the WESTOP bylaws.

Regulations of Operation: The CHAPTER shall: 

· be governed by all provisions of the WESTOP bylaws, and

· Submit all operational budgets to the WESTOP Board of Directors for approval  

Quorum: Executive Officers of CHAPTER shall meet as often as necessary to perform duties at such times and places as directed by the CHAPTER President or by the Chapter

Team Member Expectations (Please remove or add)

· Everyone shares the same priorities, and can work cohesively
· Be respectful to each other
· Grow as a group and learn from each other
· Communicate; ask questions to clarify if there is the least doubt
· Punctuality 
· Responsibility
· Accountability
· Positiveness
· Collaboration 
· Confidentiality
· Commitment 
Committee Processes

Scheduling Meetings

Meetings will occur:  August30, October 11, December 6- March 3, and June 6; the meeting location will be: TBD and meeting times will start: 10:00 am for board and , and 10:30 for Professional development or roundtables 11:00am for
Cen Cal meetings ending at 1:00pm. 
The Purpose of each Cen Cal meeting is to:

The Central California Chapter – WESTOP Meetings provide an opportunity for members and guests to be informed and updated on Chapter activity and TRiO program matters. In addition, members and guests discuss issues and concerns that impact our programs, create opportunities for collaboration, share resources, align required services with our program activities, and build alliances to promote advocacy.

Decision-Making

How does the team plan to make decisions?

· Vote: majority rules; if a tie occurs bring in President for a vote.

· Follow guidelines; connect with executive board for feed-back & suggestions prior to making a final decision.

Assigning Roles/Tasks

What roles are necessary to have? 
COMMITTEE CHAIRS FOR: Summer Jam, Trio Day, Professional Development, Resource Development, Legislative, Education & Research, Public Relations & Technology Chair



Conflict Resolution

How will you deal with conflict?

· Refer to guidelines 

· If we are unable to come to an agreement, we will bring in an impartial point-of-view
Communication

How will the team communicate during work and outside of work?

Board will have conference call 4 days before chapter meetings. Scheduled chapter meetings: August30, October 11, December 6, - March 3, and June 6, location to be determined. 
Rewards and Recognition

How will the team recognize good team-work or good individual effort?

During the board meetings, a team member who made the extra effort will be mentioned and thanked. The recognition or compliments will be personalized. 
Roles, Responsibilities, & Expectations

 EXECUTIVE COMMITTEE
The President, President-Elect, Secretary, Treasurer, and Parliamentarian shall constitute an Executive Committee. 

POSITION: President 

OFFICER: Norma Cuevas
TERM: 1 Year 

GUIDELINES: 

The President shall:

· Be the chief officer of the CHAPTER and; Subject to CHAPTER approval, have general supervision, direction and control over the CHAPTER’s affairs and officers; 

· Preside at all CHAPTER meetings:
· Shall have the power to appoint
· Shall have the power to veto any legislative decision

· Be an ex-officio member, with the right to vote, on all committees
· Have the general powers and duties of management usually vested in the office of CHAPTER President
· Have such other powers and the CHAPTER may prescribe duties as
· Assist with coming up with CHAPTER budget for the year to follow
· Shall serve on the Awards Committee at the Annual WESTOP Conference
· Shall submit a report at each chapter meeting and WESTOP Board Meeting
· Serve for a 1-year term; with Professional Development Chair term to follow
ASSIGNED RESPONSIBILITIES: 

1.  Provide executive leadership and ensure that all programmatic and fiscal operations of the Chapter are functioning properly. Conduct periodic Chapter meetings to facilitate a two-way flow of information between the WESTOP Board and Chapter.
2.  Prepare and submit a revised Chapter budget at the May/June WESTOP Board meeting for approval. Budget must include both projected revenue and expenses for the calendar year. Review the current budget and consult with Chapter Executive Committee as necessary. 
3. Provide a Chapter report, to include Chapter activities and financial status at each WESTOP Board meeting and submit annual and other reports as required. 
4. Serve on the WESTOP BOD Fiscal Affairs Committee. 
5. Ensure that Chapter Board reports are submitted to the WESTOP Board Secretary 7 days prior to each Board meeting. 
6.  Make arrangements for any WESTOP Board meeting held within the region of the Chapter, to include meeting room space, hotel and ground transportation information. The Chapter, at its discretion, may provide continental breakfast(s) and/or refreshments during Board meetings and may inform Board members in advance as a courtesy. 
7. Ensure that all financial information is forwarded to the WESTOP Chief Financial Officer in a timely manner for tax reporting purposes. 

POSITION: President-Elect 

OFFICER: Jesus Clemente
TERM: 1 Year 

GUIDELINES: 

The President-Elect shall:

· Be the chief officer of the CHAPTER should the CHAPTER President be unavailable
· Subject to CHAPTER approval, have general supervision, direction and control over the

CHAPTER’s affairs and officers in the absence of the CHAPTER President shall update

and maintain chapter records on membership
· Preside at all CHAPTER meetings in the absence of the CHAPTER President
· Have the general powers and duties of management usually vested in the office of

CHAPTER President, in absence of the CHAPTER President

· Shall update CHAPTER members on membership & election results
· Have such other powers and the CHAPTER may prescribe duties
· Assist with coming up with CHAPTER budget for the year to follow
· Shall submit a report at each CHAPTER meeting and;
· Shall serve as President-Elect of the CHAPTER for 1 term, with President term to follow
ASSIGNED RESPONSIBILITIES: 
1. Work closely with the President to acquire the skills, competencies, and knowledge of Chapter objectives, activities, procedures and services.
2.  In case of vacancy of the President, to succeed to the office of the President for the remainder of that term of office as well as his/her subsequent term of office as President. 

3. To preside over all standing Chapter Committees, which include: Professional Development, Student Leadership Conference, National Trio Day, Legislation, Education & Research, Scholarship, Resource Development, Public Relations & Technology, Summer Jam Committees as set up by the President.
4. Under this management, President Elect will make sure standing committees have been given the 



- Fund management



- Previous Chair forms/ documents



- Conference Call/ Meeting notes
5. Make arrangements for any WESTOP Cen Cal meeting, to include meeting room space, hotel and ground transportation information. The Chapter, at its discretion, may provide continental breakfast(s) and/or refreshments during Board meetings and may inform Board members in advance as a courtesy. 
6. Any other duty and task as assigned by the President, which is related to the overall purpose of the Chapter and the good of the Association.
7. Review Meeting Minutes from Secretary within two weeks after Cen Cal meeting. 
8. If Secretary is not present, President-Elect will take minutes. Must learn note-taking format. If President-Elect is assigned to other duties/task, he /she must coordinate with other committee chairs to assign role. I.e. Public Relations & Technology Chair. 
9. Learn roles and responsibilities of President. 

POSITION: Secretary 

OFFICER: Carolina Sordia  

TERM: 1 Year

GUIDELINES: 

The Secretary shall:

· Keep and maintain, or cause to be kept, at the principal office, or such other place as

the CHAPTER may order, a book of minutes of all CHAPTER meetings with the time and place of holding, whether regular or special, and if special, how authorized, the notice thereof given, the names of those present or absent from CHAPTER meetings and

proceedings thereof.
· Must submit any meeting minutes to Public Relations & Technology Chair to upload to the website;

· Give or cause to be given, notice of all meetings of the CHAPTER required by bylaws

or guidelines to be given, keep any seal of the corporation in safe custody, and shall

have other powers and perform such other duties as may be prescribed by the

CHAPTER
· Shall preside at meetings of the CHAPTER in the event that neither the President nor

the President-Elect is present
· Receive and prepare reports prior to the CHAPTER Meeting
· Assist the Executive Officers in matters of the CHAPTER by contacting members of up

to date membership

· Shall submit a report at each CHAPTER meeting and; shall serve as Secretary of the CHAPTER for a 1-year commitment
·    Secretary will also send out emails/notice regarding the upcoming meetings.

ASSIGNED DUTIES: 
1. Record attendance, maintain the “Official” minutes of all Chapter and Chapter Board proceedings. 
2. Provide/maintain all chapter document templates and provide electronic copies to Executive and Standing Committee members.  
3. Email the executive committee a draft of minutes 2 weeks after each chapter meeting
4. Email final draft and send to Public Relations & Technology Chair (Ben)
5. Provide copies of unapproved and approved minutes to members at chapter meetings and on request. 
6. Assist the President to maintain and update the Chapter Listserv Directory to aid in communication among board and chapter members. 
7. Any other duty and task as assigned by the President, which is related to the overall purpose of the Chapter and the good of the Association.
8. Provide training and assistance to Secretary-elect as requested or needed.
POSITION:  Treasurer

OFFICER: Liliana Sanchez

TERM: 2 Years 

GUIDELINES: 

The Treasurer shall:
· Keep and maintain, or cause to be kept and maintained, adequate a correct

account of its assets, liabilities, receipts, disbursements, gains and losses

· The books of account shall be open to inspection; cause to be deposited or shall cause to be disbursed in accordance with procedures approved by the CHAPTER

· All moneys and other valuables in the name and to the credit to the CHAPTER with such depositories as may be designated by the members

· Shall have such other powers and perform such other duties as may be prescribed by

the CHAPTER

· A financial statement shall be rendered at each CHAPTER meeting, showing financial

activities of the CHAPTER

· Assist with coming up with CHAPTER budget for the year to follow
· Shall submit a report at each CHAPTER meeting and provide President information

needed for WESTOP board meetings
·    Shall serve as Treasurer of the CHAPTER for a 2-year commitment.
ASSIGNED RESPONSIBILITIES
1. Deliver the Financial State of the Chapter report at the last chapter meeting for the year as submitted to Chapter President for inclusion in Chapter End of the Year Report. 
2. Ensure that all checks received are deposited within four weeks of receipt and are properly accounted for in fiscal records and follow up as deemed necessary to collect on debts or returned checks 
3. Ensure that all reimbursements for expenditures are properly approved and comply with approved committee, activity, or officer budget on file 
4. Consult with WESTOP Chief Financial Officer to ensure that all taxes are filed in a timely manner, all non-profit requirements are met and all fiscal requirements are properly executed. 
5. Maintain detailed records of all financial transactions, including archiving check reimbursement request with original receipts, invoices, or other evidence. 
6. Any other duty and task as assigned by the President, which is related to the overall purpose of the Chapter and the good of the Association.
7. Provide training and assistance to Treasurer-elect as requested or needed.

POSITION: Parliamentarian 
OFFICER: Omar Murillo 
TERM: 1 Year 

GUIDELINES:

The Parliamentarian shall:

· Maintain order to Robert’s Rules of Order during chapter meetings
· Provide guidance to the CHAPTER on parliament procedure
· Maintain order as directed by the CHAPTER President
· Shall have the power to expel, and/or exclude persons for the meetings
· Assist the Executive Committee in matters of the CHAPTER
· Develop and update CHAPTER guidelines
· Review to ensure that CHAPTER guidelines complement the WESTOP bylaws
· Shall submit a report at each CHAPTER meeting and; shall serve as Parliamentarian of the CHAPTER for a 1-year commitment.
ASSIGNED RESPONSIBILITIES
1.  Assist in the proper administration of Chapter meetings.
2. Assist the Chapter President in recognizing and prioritizing speakers. 
3. Provide/make available Request for Motion Form (if passed give motion form to secretary for accurate/verbatim inclusion in the minutes). 
4. Attend all Chapter general meetings and Executive Committee meetings as requested. 
5. Any other duty and task as assigned by the President, which is related to the overall purpose of the Chapter and the good of the Association.
6. Submit chair reports 1 week prior to the chapter meeting. Please submit to Secretary in a word doc format.
7. Provide training and assistance to Parliamentarian-elect as requested or needed.

STANDING COMMITTEES:
Professional Development Chair, Student Leadership Conference Chair, National Trio Day Chair, Legislative, Education & Research Chair, Scholarship Chair, Resource Development Chair, Public Relations & Technology Chair, and Summer Jam Chair shall constitute a Standing Committee.
GUIDELINES FOR ALL CHAIRS:

· The Executive Committee shall advice and represents the CHAPTER for all purposes and shall:

· Supervise all expenditures and disbursements of funds;

· Perform all other acts necessary or appropriate for administration of the affairs and attainment of the CHAPTER’s purpose
· Exercise and have rights and powers conferred on WESTOP as a non-profit corporation under the California General Non-Profit Corporation Law as now in effect or as later amended
· Execute all guidelines established by the CHAPTER

· Maintain physical properties in good repair and operating condition
· Present to the members on a regular basis, reports reflecting the professional activity of the CHAPTER by its committee
· An Annual Report on the progress made by the CHAPTER shall be given to the members at the final meeting of the year; and; provide duties & expectations to standing committees.
ALL CHAIRS: 

1. Gather committee members and inform Executive committee of who the members are and their contact information. Email information to Secretary.
2. Provide a timeline for your event (if applies: pre-registration, registration, etc).
3.  Inform and invite Executive Committee to participate in committee meetings, phone conferences, and planning activities by sending time/location/etc. prior to meeting.
4. Understand and follow budget assigned to your position, activity, and/or event. (Only if applicable).
5. Provide close out reports after your event/activity (if applicable)
· Inform Secretary and Executive Committee of your event date and location
· Provide a post evaluation for your event, task, or activity.  A pre-evaluation is appropriate if you are trying to measure a specific outcome. 
6. Committee chair need to submit a final report with expense and income. Within 2 week of event to treasurer.

· Invoices, receipts and reimbursement shall be submitted to chapter treasurer within 2 weeks.

· Have purchases invoice chapter treasurer directly at:
Central California Chapter-WESTOP 

Att. Liliana Sanchez

5240 N. Jackson Ave M/S UC59 Rm 127

Fresno, CA 93740

· Please keep in mind Chapter Treasurer holds Chapter Credit Card.  If in need of direct purchase contact Treasurer.

· Included Treasurer in all conference call dealing with budgets (expenses and registration).

7. Provide an agenda of your activity/event to board and Cen Cal members (prior to event): Summer Jam, Professional Development, TRiO Day and Student Leadership Conference.  Minimum 1 ½ month in advance. 
8. Meet and have frequent dialogue with the WESTOP Service council that is aligned with your positions (for guidance and support).

9. Follow the same template when sending out emails to Cen Cal members (template will be provided by Secretary). 

10. Attend all Chapter general meetings and Executive Committee meetings as requested.
11. Meet ½ hour prior to chapter meetings. Ensure your committee is represented at chapter meetings. 
POSITION: Past-President / Professional Development Chair 

OFFICER: Martha Escalera
TERM: 1 Year 

PURPOSE OF PROFESSIONAL DEVELOPMENT 
The Professional Development Seminar provides the Central California Chapter members an opportunity to learn new strategies, share best practices, collaborate, and network with colleagues. 

Resources and topics in the following areas may be provided and discussed:  financial & economic, literacy, post-secondary education, pre-college services, college admission, graduate programs, academic advising, exposure to STEM, tutoring resources, mentorship, data driven policies, retention and graduation. 

CHAPTER  EXPECTATIONS: 

1. As chief advisor recommend to the Chapter Board action, policies and procedures for consideration with respect to regional and chapter affairs.
2. Serve as Professional Development Seminar (PDS) Chair. Incorporate Advocacy effort into PDS.  
3. Share professional development opportunities, activities, & resources with the Chapter members.
4. Serve as Parliamentarian in the absence of appointed parliamentarian.
5. Any other duty and task as assigned by the President, which is related to the overall purpose of the Chapter and the good of the Association.
6. Any other duties as assigned by the Executive Committee. 

POSITION: Student Leadership Conference Chair 

OFFICER: Jenny Robledo, Jenny Amaro and Martina Granados
TERM: 1 Year 
PURPOSE OF STUDENT LEADERSHIP CONFERENCE 
The Student Leadership Conference provides the students of the Central California Chapter an opportunity to develop leadership skills, enhance their personal development as student leaders, and network with other TRiO students and staff.

Resources and topics in the following areas may be provided and discussed:  financial & economic literacy, pre-college services, post-secondary education, college admission, graduate programs, academic advising, exposure to STEM, tutoring resources, mentorship, retention and graduation. 

CHAPTER  EXPECTATIONS: 

1. Submit important and relevant information to the Public Relations & Technology Chair to post on the website.
2. Identify a theme for your event.
3. Inform members of purpose and outcome of event.
4. Incorporate college and pre-college workshops.
5.  Incorporate evaluation and present evaluation results.
6. Provide speaker for the main event.
7. Invite local representatives and media to event.

8. Any other duties as assigned by the Executive Committee. 

POSITION: National Trio Day Chair 
OFFICER: Cesar Margarito 
TERM: 1 Year 
PURPOSE OF NATIONAL TRiO DAY
To acknowledge National Trio Day by reflecting and providing an activity that highlights the impact of TRiO and encourages local, state, and federal politicians to advocate for our programs. 

CHAPTER  EXPECTATIONS: 

1. Submit important and relevant to information about TRiO day activities to the Public Relations & Technology Chair to post on the website.
2. Coordinate with other Chapters on planning the event. (Optional) 
3. Inform members of purpose and outcome of event.
4. Incorporate activities for pre-college and college students and staff.
5.  Incorporate evaluation and present evaluation results.
6. Provide/s speaker/s for the main event.
7. Invite legislatures and media. 
8. Any other duties as assigned by the Executive Committee. 

POSITION: Legislative, Education, & Research Chair 

OFFICER: Clementina Macias
TERM: 1 Year 

CHAPTER  EXPECTATIONS: 

1. In your chair report include what is most important for chapter to know (i.e. current events). 
2. Provide copies of program successes and updates to legislative representatives (not during work hours and do not use personal email).
3. Be up to date with current policies impacting equity educational programs; update Chapter as needed.
4. Help identify Cen Cal members who will attend Policy Seminar.
5. Organize /Guide Policy Seminar attendees.
6. Be up to date on new RFP’s, application due dates, budget changes in education and within TRiO, educational data, impacts of programs.
7. Collect and Compile TRIO Programs achievements from CenCal and submit to WESTOP public relations chair and a monthly basis. Information will be included to WESTOP newsletter. 

8. Collect and compile relevant program data to be shared with WESTOP research chair for purpose to TRIO advocacy at policy seminar. 

9. Any other duties as assigned by the Executive Committee. 

POSITION: Scholarship Chair 

OFFICER: Jenny Amaro
TERM: 1 Year 

CHAPTER  EXPECTATIONS: 

1. Get a committee of at least 5 paid Cen Cal members to read thru scholarships.
2. Provide a clean/revised scholarship application to the board.

3. Create /Provide a clean identification and selection process to board for approval.
4. Inform the recipients of being awarded and have them attend SLC or TRiO Day (if possible) to be recognized.
5. Submit pictures of scholarship recipients to Public Relations & Technology Chair to be posted on Cen Cal website.
6. Award proportionate amount of scholarships according to the number of applicants received from each TRiO program.
7. Create separate scholarship application criteria for pre-college & college students.
8. Set student verification deadline and ensure scholarship recipients have met all requirements prior to receiving award. 
9. Any other duties as assigned by the Executive Committee. 

POSITION: Resource Development Chair 

OFFICER: 

TERM: 1 Year 

CHAPTER  EXPECTATIONS: 

1. Identify resources and additional funds for Policy Seminar attendees.
2. Guide and support all other chairs in fund development; this is aside from your specific role.
3. Identify vendors, organizations and people who have supported TRiO and our chapter; create a contact list for your board.
4. Send emails, letters, etc. to reach out to other organizations for funding, donations, etc. 
5. Plan to host a fundraiser at every chapter meeting, event, and activity.
6. Work with treasurer in order to complete and return necessary forms.
7. Encouraged to host an online fundraiser.
8. Any other duties as assigned by the Executive Committee. 

POSITION: Public Relations & Technology Chair 

OFFICER: Bernardo Reynoso
TERM: 1 Year 

CHAPTER  EXPECTATIONS: 

1. Follow up with Executive and Standing Committee Chairs for updates and website changes; request forms to be uploaded, save the dates and agenda, 2 months prior to event for posting.
2. Upload biographies of executive committees prior to first chapter meeting and member profiles.
3. Upload Chapter Calendar, updated guidelines, etc. to website.
4. Post approved chapter meeting minutes two weeks after Cen Cal meeting.
5. Provide committees with deadlines; ensure all committees submit registration/activity/task/ event information by deadline.
6. Any other duties as assigned by the Executive Committee. 

POSITION: Summer Jam Chair 
OFFICER: Diana Tapia-Wright
TERM: 1 Year 
PURPOSE OF SUMMER JAM
Summer Jam provides the students and staff of the Central California Chapter an opportunity to build mentorships, connections, develop leadership skills, and to recognize their success and efforts.

Resources and topics in the following areas may be provided and discussed:  financial & economic, literacy, post-secondary education, college admission, graduate programs, academic advising, exposure to STEM, tutoring resources, mentorship, retention and graduation. 
CHAPTER  EXPECTATIONS: 

1. Identify a theme for your event 

2. Inform members of purpose and outcome of event.
3. Incorporate activities for pre-college and college students and staff.
4. Provide samples of workshops to executive committee. 
5. Incorporate evaluation and present evaluation results
6. Any other duties as assigned by the Executive Committee. 

POSITION: Fair Share Coordinator 

OFFICER: 
TERM: 1 Year 

CHAPTER  EXPECTATIONS: 

1. Work with Resource Development Chair to identify opportunities for Fair Share fundraising.
2. Guide Cen Cal members to understand the importance of Fair Share.
3. Inform members of Fair Share status at every chapter meeting.
4. Actively engage in announcing and coordinating activities to help support Fair Share, particularly when members are present (chapter meetings, conferences, trainings, etc)
5. Any other duties as assigned by the Executive Committee. 

Committee Member Accountability

· Each member will meet all individual contribution deadlines for assigned duties and responsibilities 
· Each member will attend all meetings and participate actively
· Each member will treat all co-committee members with respect and professionalism

· Each member agrees to no “free riders”; everyone will contribute equally to the project.

· Each member will have trust in each other’s work quality and work individually to produce their very best effort.

Acknowledgement and Acceptance 
By signing below, each committee member acknowledges their participation in the creation of this document, understands that it is not all inclusive (subject to change), and agrees to adhere to the spirit of the document.

_______________________________________
Norma Cuevas 


Date
_______________________________________

Jesus Clemente                   

Date

_______________________________________

Carolina Sordia


Date

_______________________________________

Liliana Sanchez


Date

_______________________________________

Martina Granados


Date
_______________________________________
Jenny Amaro

                        Date
_______________________________________
Bernardo Reynoso                              Date

_______________________________________
Jenny Robledo



Date

_______________________________________
Clementina Macias                             Date

_______________________________________
Omar Murillo


            Date

_______________________________________

Martha Escalera


Date

_______________________________________

Cesar Margarito                                  Date

_______________________________________

Diana Tapia-Wright  


Date
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