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ILSADE Executive Council

1. Introduction

The Executive Council of ILSADE has been established to promote professional and efficient governance of the Illinois Learning Specialists and Developmental Educators.  This Executive Council is the primary policy and decision-making body of ILSADE, responsible for the professional maintenance and direction of the Association.  Officers of the Executive Council meet at least twice each year and are voting members.  In accordance with the constitution and bylaws of ILSADE, the guidelines and responsibilities of The Executive Council, which consists of the President, President-Elect, Past-President, Vice-President/Conference Chair, Recording Secretary, Treasurer, Membership Officer, and Newsletter Editor, are outlined in the following handbook.  Responsibilities of the Chairs of Standing Committees are also included.

2. President

The President shall be an active ILSADE member at the time of his/her nomination for the office of President-Elect and shall maintain active membership in ILSADE and NADE for the duration of the term in office.  He/she is elected by the membership in the capacity of President-Elect.  He/she then moves to serve in the capacity of President for a term of one year.  At the end of this term, he/she then moves to the position of Past-President, a non-elected position, to serve another term of one year as the Past-President.  Membership dues, conference registration fees, and other related expenses are the responsibility of the President and/or his/her institution.  The duties of this office include:

2.1. General Duties

The President is the chief executive officer of ILSADE, responsible for coordination of all major aspects of organization and implementation of the provisions of the constitution and bylaws.  He/she may act at his/her own discretion in situations s/he considers to be emergencies, subject to later discussion and action by the Executive Council.

2.2. Duties As Needed

· Call, prepare agenda for, and preside at all Executive Council meetings

· Serve as liaison with organizations having similar interests

· Serve as ex-officio member of all standing committees (except for nominating committee)

· Appoint members of standing and ad hoc committees with Executive Board approval

· Facilitate professional development programs, meetings, and the annual conference

· Promote professional communication through publications

· Serve as representative to President’s Advisory Council of NADE

· Maintain ILSADE Web page in consultation with Webmaster and President-Elect

2.3. Annual Duties

· Complete annual chapter survey for NADE

· Prepare and maintain a one-page letter to be included in NADE’s new member welcome package

· Renew membership in ILSADE and NADE

· Attend annual conference of NADE, representing the state chapter, to participate in leadership development activities

2.4. Regularly Duties (But Not Monthly)

· Write column for ILSADE Newsletter

· Attend Executive Council meetings and conference calls as they are scheduled

3. President-Elect

The President-Elect is an elected officer of the Executive Council who serves in this position for the year immediately preceding his/her term as President.  He/she is a voting member of the Executive Council who must be an active member in ILSADE and NADE; these memberships must be maintained throughout his/her term in office.  Membership dues, conference registration fees, and other related expenses are the responsibility of the President- Elect and/or his/her institution.

3.1. General Duties

The President-Elect prepares to serve as President during the succeeding year.  He/she assists in all aspects of leadership in ILSADE as needed at the request of the President and shall act a Executive Officer in the President’s absence.

3.2. Duties as Needed

· Update and maintain the ILSADE Web page in consultation with the President and Webmaster

· Assist in developing and maintaining relationships with similar organizations

3.3. Annual Duties

· Serve as chairperson for the Program Planning Committee for the annual conference

· Attend the annual NADE conference to represent the state chapter and to participate in leadership activities

3.4. Regular Duties (But Not Monthly)

· Contribute to the ILSADE newsletter

· Attend Executive Council meetings and conference calls as they are scheduled

4. Past-President

The Past-President is a non-elected member of the Executive Council who assumes this position for a term of one year immediately after serving the previous term as President.  He/she is a voting member of the Executive Council who maintains active membership in ILSADE and NADE during his/her tenure in this office. Membership dues, conference registration fees, and other related expenses are the responsibility of the Past-President and/or his/her institution.

4.1. General Duties

The Past-President serves as advisor to the current ILSADE President and to the Executive Board.  He/she assists in all aspects as needed, at the behest of the President.

4.2. Duties As Needed

· Help in developing and maintaining relationships with similar organizations

· Assist in the planning of programs and conferences

4.3. Annual Duties

· Promote and coordinate nominations for local and national awards

· Serve as chairperson for the Awards and Nominations Committee

· Appoint members to the Awards and Nominations Committee from each of the following sectors:

a. Two-year colleges

b. Four-year colleges/universities

c. Private colleges

· Seek and receive nominations for officers and prepare a ballot in accordance with Article III, Election Procedures, of the bylaws

· Coordinate the nomination, balloting, and election of officers at the annual conference

· Forward a list of chapter officers’ appropriate contact information (names, addresses, phone numbers, e-mail addresses, etc.) to the appropriate NADE designee within 10 days of the close of the annual conference

· Conduct a yearly review of the ILSADE constitution and bylaws, forwarding a copy of the current constitution and bylaws to the appropriate NADE designee

· Maintain ILSADE Web page in consultation with Webmaster and President

· Renew membership in ILSADE and NADE

4.4. Regular Duties (But Not Monthly)

· Contribute to ILSADE newsletter

· Attend Executive Council meetings and conference calls as they are scheduled

5. Vice-President/Conference Chair

The Vice-President/Conference Chair is elected every odd calendar year by the membership to serve a term of two years. He/she is a voting member of the Executive Council who maintains active membership in ILSADE and NADE during his/her term in this office. Membership dues, conference registration fees, and other related expenses are the responsibility of the Vice-President/Conference Chair and/or his/her institution.    His/her duties include:

5.1. General Duties

The Vice-President/Conference Chair is responsible for chairing the Conference Committees and the Conference hosting agency to insure that the conference arrangements and plans are within the general guidelines established by the Executive Council.

5.2. Annual Duties

· Prepare an annual report of ILSADE conference activities for submission to the general membership at the annual business meeting, the Executive Council, and the NADE Executive Board

· Renew membership in ILSADE and NADE

5.3. Regular Duties

· Contribute to ILSADE newsletter

· Attend Executive Council meetings and conference calls as they are scheduled

5.4. Conference Duties

· Specific details will be outlined in the Conference Planning Notebook

6. Recording Secretary

The Recording Secretary is elected every odd calendar year by the membership to serve a term of two years.  He/she is a voting member of the Executive Council who maintains active membership in ILSADE and NADE during his/her term in this office. Membership dues, conference registration fees, and other related expenses are the responsibility of the Recording Secretary and/or his/her institution.  His/her duties include:

6.1. General Duties

· Correspond on behalf of the Executive Council

· Record and distribute the proceedings of all general and special meetings of the Executive Council

· Record business meetings of the Association

· Maintain the archives of the Association

6.2. Annual Duties

· Prepare an annual report to be presented to the general membership at the annual business meeting

· Submit the annual report to NADE Executive Board within thirty days after the annual meeting

· Renew membership in ILSADE and NADE

6.3. Quarterly Duties

· Write quarterly reports to submit to NADE Executive Board that represent brief summaries of the chapter activity and plans

6.4. Regular Duties (But Not Monthly)

· Contribute to ILSADE newsletter

· Attend Executive Council meetings and conference calls as they are scheduled

7. Treasurer

The Treasurer is elected every even calendar year by the membership to serve a term of two years.  He/she is a voting member of the Executive Council who maintains active membership in ILSADE and NADE throughout his/her term in this office. Membership dues, conference registration fees, and other related expenses are the responsibility of the Treasurer and/or his/her institution.  His/her duties include:

7.1. General Duties

· Keep accurate records, account for, and report all the money received and expended

· Maintain the records in functional budget categories that allow ILSADE Officers to monitor and plan the best use of funds

· Serve as a financial consultant to the Executive Officers

· Prepare and/or oversee that the proper reports are submitted in a timely manner to the Executive Board and to whatever regulatory agencies are appropriate

7.2. Annual Duties

· Prepare periodic financial reports at specific intervals (at least annually) and always for the transition of Treasurers – outgoing Treasurer’s final report provides the starting point for the incoming Treasurer

· Before preparing reports, all transactions through a specific date (often the date the account was last reconciled), should be updated and reconciled

· Prepare an Income and Expense Report showing the chief categories of receipts and expenditures

· Provide the Income and Expense Report presented to the Executive Board to accompany the Cash Flow Report, showing the amounts spent since the last annual report and the current balances

· Renew membership in ILSADE and NADE

7.3. Monthly Duties

· Consistently follow routine procedures to account for every receipt and expenditure of organizational funds

· Use a simple electronic financial record keeping program such as Intuit’s Quicken or Microsoft’s Money to assist in keeping records and preparing reports

· Summarize and report detailed information in an easily understood format to officers and members. The basic reports are as follows:

1. Cash Flow Report (showing cash receipts and disbursements)

2. Simple financial reports and functional budgets, i.e. Income and Expense Report

3. Checkbook Reconciliation Report

a. Prepare monthly as each bank statement is received and reconciled

b. Does not have to be submitted to the Executive Board

c. Use the Checkbook Reconciliation Report as the basis for the Cash Flow Report and Income and Expense Report

d. Retain all Checkbook Reconciliation Reports, related bank statements, relevant cancelled checks, and receipts for examination by a sub-committee appointed by the Executive Board

· Oversee Bank Reconciliations

The bank statement will not always agree with the checkbook balance because of outstanding checks that haven’t been paid, deposits the bank hasn’t received or had time to record, checking account charges the Treasurer hasn’t recorded yet, and errors by either the Treasurer or the bank. Therefore, upon receipt of each month’s bank statement, the Treasurer must:

1. Reconcile the bank statement, the amount in the checkbook register, and the amount in the financial record keeping program, updating ILSADE’s records as necessary to reflect such matters as account charges and so on

2. Attach all relevant checks, receipts and deposit slips to the bank statement, permanently filing all documents

3. Prepare a reconciliation report and attach it to the documents in 2 above

4. If, after completing the reconciliation, a discrepancy still exists between the bank statement and the ILSADE records, notify the bank if it is a bank error, or correct the ILSADE entries if it is an ILSADE error

7.4. Regular Duties (But Not Monthly)

· Maintain Check Register and Receipts

1. Ensure that every check issued is authorized either by a budget line item and/or with an authorized reimbursement request and receipt (in general, all expenditures should be by check)

2. Review reimbursement requests and invoices for accuracy and authorization before paying them

3. Record the check number, date, and amount on supporting documents; enter the check into the check register or check stub at the time the check is issued

4. As soon as possible thereafter, the checks should be recorded in the electronic record keeping program (voided checks should be included so that all check numbers are accounted for)

5. Account for conference expenditures separately

6. File paid bill receipts and requests for reimbursement by the numerical sequence of the check issued to pay them

7. File the receipts with the cancelled checks used to pay them at the time the account is reconciled

· Handle Cash Receipts

1. Deposit all receipts intact

2. Record deposits in the checkbook immediately

3. Retain all deposit slips with appropriate documentation and/or notations as to source.  The source or sources for each receipt must be identified in order to determine the proper classification under which to record and report it (for example: A total receipt of $90 which should be classified, to reflect membership fees of $50 and conference registration fee of $40.)  It is a good idea to note the source of the check on the deposit slip

4. Record the source of each check in the record of the electronic record keeping program

5. Keep receipts related to a conference separate

6. Attach all deposit receipts and their documentation to the bank reconciliation statement and retain it all in a permanent file

· Contribute to ILSADE newsletter

· Attend Executive Council meetings and conference calls as they are scheduled

7.5. Tax Returns, Audits, Review and Recommendations

Currently ILSADE has few safeguards on the safety and integrity of its accounts and funds.

· The law: A tax exempt organization that has gross receipts of $25,000 or more during its fiscal year must file a Federal Income Tax Return Form 990. Application must be made for exempt status and a Federal I.D. number if chapters’ receipts reach this level.  

· Current status: ILSADE is in no danger of having to file a tax return, but it also has no procedure for audits.  Therefore, certain procedures should be adopted to ensure the integrity of the Association’s funds.

· Recommendations:

1. When a new treasurer assumes office, the records of the outgoing treasurer should be audited or reviewed. A committee of chapter members should be appointed to review the books and save the expense of a professional audit or review. Members of the committee should not be officers or have access to chapter funds except through formal request and reimbursement channels.

2. A financial review should determine if the financial statements prepared by the treasurer accurately present the financial position of the organization and if they also accurately reflect the revenue, expenses, and changes in financial position (fund balance) for the fiscal period being reported.

3. Cash basis accounting requires that revenues be recognized (recorded) only when received and that expense is recognized only when paid. That is to say, receipts that are due but not received are not included in revenue, and debts owed but unpaid are not included in expenses.

4. The review should take into account three major components:

· Cash received

· Cash paid

· Policies and procedures

5. All significant questions or problems should be resolved with additional information and/or appropriate actions before the Executive Board accepts the review.

8. Membership Officer

The Membership Officer is a non-elected voting member of the Executive Council who maintains active membership in ILSADE and NADE throughout his/her term in this office. Membership dues, conference registration fees, and other related expenses are the responsibility of the Membership Officer and/or his/her institution.  His/her duties include:

8.1. General Duties

Supervise all matters related to membership in the association.

8.2. Duties As Needed

· Maintain official membership list (i.e., the membership database) and mailing list

· Maintain ILSADE Listserve

· Provide membership information to Executive Council

· Provide updated mailing labels for Newsletter Editor

8.3. Annual Duties

· Prepare and distribute annual directory of Illinois programs

· Notify members when renewal is necessary

· Provide updated membership information to NADE President-Elect by May 1

· Prepare annual report of membership activities for annual business meeting

· Renew membership in ILSADE and NADE

8.4. Regular Duties (But Not Monthly)

· Promote membership by telephone contacts and mailings

· Prepare and distribute membership application and brochure

· Updating membership list by telephone contact

· Contribute to ILSADE newsletter

· Attend Executive Council meetings and conference calls as they are scheduled

9. Newsletter Editor

The Newsletter Editor is a non-elected voting member of the Executive Council who maintains active membership in ILSADE and NADE throughout his/her term in this office. The Newsletter Editor is responsible for the production and dissemination of all newsletters.  His/her duties include:

9.1. General Duties

Use the resources of the newsletter to stimulate communication and interaction among members of ILSADE.

9.2. Annual Duties

· Distribute newsletters to current members three times each year

· Ensure that a hard copy of each newsletter is sent to NADE Executive Board Members and the NADE Newsletter Editor in accordance with current NADE guidelines

· Send an electronic copy of the newsletter to the ILSADE Webmaster for inclusion on the ILSADE Web page

· Include conference announcements, milestones reached by members, a research-based article, information from the Political Task Force, comments from the Diversity Liaison, a helpful hint-type article, the President’s perspective, and contact information for the ILSADE Executive Board in each newsletter

· Renew membership in ILSADE and NADE

9.3. Month-by-Month Duties

· Send a solicitation for newsletter contributions to general membership via the listserve


Fall


April 15


Winter


October 1


Spring/Summer
January 15

· Collect responses to general solicitation for submissions; send a reminder to regular newsletter contributors


Fall


May 1


Winter


October 15


Spring/Summer
February 1

· Send a targeted follow-up to general solicitation responses; solicit additional newsletter submissions as needed


Fall


May 15


Winter


November 1


Spring/Summer
February 15

· Telephone follow-up for regular and solicited newsletter submissions as needed


Fall


June 1


Winter


November 15


Spring/Summer
March 1

· Compile regular and solicited submissions in preparation for publication of the newsletter


Fall


August 15


Winter


December 15


Spring/Summer
April 1

· Disseminate the newsletter via snail-mail and send electronic copy to Webmaster for posting on the Web page


Fall


September 1


Winter


January 15


Spring/Summer
April 15

9.4. Regular Duties (But Not Monthly)

· Stimulate interaction and communication among ILSADE members

· Assist with conference planning and promotion

· Contribute to ILSADE newsletter

· Attend Executive Council meetings and conference calls as they are scheduled

10. Standing Committee Chairs

The Standing Committee Chairs are responsible for coordinating all activities of the committees and reporting the progress to the Executive Council in accordance with Article VI of the bylaws.  The Standing Committee Chairs include:

10.1. Awards and Nominations Committee

· Propose candidates for the newly elected officers’ positions based upon Article VI, Standing Committees – Awards and Nominations Committee

· Propose candidates for other ILSADE awards

· Contribute to ILSADE newsletter

· Develop annual committee goals 

· Recruit new committee members

· Attend Executive Council meetings and conference calls as they are scheduled

· Update information for the ILSADE Web site

· Structure, implement, and monitor activities to meet the annual committee goals

10.2. Conference Committee

· Assist the Vice-President/Conference Chair, the President, and the President-Elect in the planning and execution of the annual conference

· Contribute to ILSADE newsletter

· Develop annual committee goals 

· Recruit new committee members

· Attend Executive Council meetings and conference calls as they are scheduled

· Update information for the ILSADE Web site

· Structure, implement, and monitor activities to meet the annual committee goals

10.3. Newsletter Committee

· Assist the Newsletter Editor in the planning, production, and distribution of the newsletter

· Contribute to ILSADE newsletter

· Develop annual committee goals 

· Recruit new committee members

· Attend Executive Council meetings and conference calls as they are scheduled

· Update information for the ILSADE Web site

· Structure, implement, and monitor activities to meet the annual committee goals


10.4. Political Liaison Committee

· Responsible for creating/maintaining political awareness within the general membership.  Information may include but is not limited to:

a. Issues related to assessment policies, practices, and procedures

b. Trends in developmental education/learning assistance in the nation and in the state

c. Key policy and funding decisions at the federal and state levels

d. Accountability requirements and standards

e. Development and advancement of learning assistance and developmental education programs 

· Notify membership of key issues needing immediate attention

· Contribute to ILSADE newsletter

· Develop annual committee goals 

· Recruit new committee members

· Attend Executive Council meetings and conference calls as they are scheduled

· Update information for the ILSADE Web site

· Structure, implement, and monitor activities to meet the annual committee goals

10.5. Professional Development Committee

· Provide professional training information, support, and referral of new theories and research in learning assistance and developmental education, including areas of teaching, learning, assessment, curriculum methods, and instructional materials

· Contribute to ILSADE newsletter

· Develop annual committee goals 

· Recruit new committee members

· Attend Executive Council meetings and conference calls as they are scheduled

· Update information for the ILSADE Web site

· Structure, implement, and monitor activities to meet the annual committee goals

10.6. Research Committee

· Enhance the professionalism in the fields of learning assistance and developmental education

· Support institutions which develop in-service and graduate courses designed to train leaders in adult education

· Encourage and support research and publication efforts of learning assistance and developmental education professionals

· Contribute to ILSADE newsletter

· Develop annual committee goals 

· Recruit new committee members

· Attend Executive Council meetings and conference calls as they are scheduled

· Update information for the ILSADE Web site

· Structure, implement, and monitor activities to meet the annual committee goals

Appendix -  Bylaws

Illinois Learning Specialists and Developmental Educators
The Illinois Affiliate of the National Association of Developmental Education
Mission Statement, Constitution and Bylaws
Mission Statement

The Illinois Learning Specialists and Developmental Educators (ILSADE) exists to promote the improvement of learning assistance for adult learners at various levels of ability and in a variety of educational institutions throughout Illinois.  ILSADE acts as an advocate and a resource for political action and institutional support of learning assistance and developmental education programs.  ILSADE provides a forum for educators engaged in learning assistance and developmental education to promote collaboration, information-sharing, and professional advancement. ILSADE is committed to professional development and training and supports research initiatives of learning assistance and developmental education professionals.

Constitution

Article I.

Name.  The name of this organization shall be Illinois Learning Specialists and Developmental Educators.

Article II.

Purpose.  The Illinois Learning Specialists and Developmental Educators exists to promote the improvement of learning assistance for adult learners at various levels of ability and in a variety of educational institutions throughout Illinois.  ILSADE acts as an advocate and a resource for political action and institutional support of learning assistance and developmental education programs.  ILSADE provides a forum for educators engaged in learning assistance and developmental education to promote collaboration, information-sharing, and professional advancement.  ILSADE is committed to professional development and training and supports research initiatives of learning assistance and developmental education professionals.




Goals. 

1. ILSADE will serve as an advocate for political action in issues related to funding, to assessment policies, practices, and procedures, and to the development and advancement of learning assistance and developmental education programs.

2. ILSADE will provide professional training information, support, and referral for new theories and research in teaching and learning as well as for curriculum methods and instructional materials in learning assistance and developmental education practice representing a variety of subject areas.

3. ILSADE will enhance the professionalization of the fields of learning assistance and developmental education by supporting institutions which develop in-service and graduate courses/programs designed to educate and train leaders in adult education; and by encouraging and supporting the research and publication efforts for learning assistance and developmental education professionals.

4. ILSADE will publish a newsletter, which will provide communication, information, and professional visibility for members.

5. ILSADE will hold an annual conference providing opportunities for professional development and information exchange.


Article III.

Affiliation.  This association shall be affiliated with the National Association for Developmental Education (hereinafter referred to as NADE) and shall operate in harmony with that association's constitution and bylaws.


Article IV.

Membership.  Membership is open to anyone interested in the activities of the organization.


Article V.

Organizational Structure.  The basic units of the organization shall be an Executive Council and committees as follows:

Section 1. The Executive Council shall be the primary policy and decision-making body, and the committees will be functional units for implementing policies and decisions.  Officers of the Executive Council shall be the voting members of the Executive Council.  A voting quorum shall consist of at least four members.

Section 2.  There shall be two types of committees:


a. Ad Hoc Committees shall be appointed by the President with the consent of the Executive Council.  These could include a Membership Committee and/or others as needed.

b. Standing Committees for the Association shall be:

Awards and Nominations Committee

Conference Committee

Newsletter Committee

Political Liaison Committee

Professional Development Committee

Research Committee

Section 3.  Officers.  The Executive Council shall be composed of five officers elected from the body of members and other non-elected officers.

a. Officers elected from the body of members:

President

Vice-President/Conference Chair

President-Elect

Treasurer

Recording Secretary

b. Non-elected Officers:

Past-President

Newsletter Editor




Membership Officer

Chairpersons of Standing Committees


Article VI.

Business Meetings.  An annual business meeting of the general membership shall be held once each year.  The Executive Council shall meet at least twice each year and may at other times as called by the President.  A quorum of the Executive Council will be four Council members.


Article VII.

Amendments.  Amendments to this constitution must be approved by two-thirds of the members attending the annual business meeting or by two-thirds of members responding to a mailed ballot.  Proposed amendments shall be submitted to the President thirty days prior to the annual business meeting of the general membership.  Proposals shall be included on the agenda of this meeting and presented for discussion and action.

Article VIII.


Dissolution.  Upon dissolution of the Illinois Learning Specialists and Developmental Educators, such assets as may remain shall be distributed for charitable, educational or scientific purposes as described in section 501 (c) (3) of the Internal Revenue Code of 1954, and such decisions shall rest with the Executive Board.  





Bylaws

Article I.

Rules of Order.  Roberts Rules of Order, Revised, shall guide the Association in all areas covered in these bylaws.

Article II.

Membership and Membership Dues.  The annual dues shall be reviewed each year and set by the Executive Council.  Current dues-paying members shall have full voting rights.


Article III.

Executive Council Governance.  The Executive Council is responsible for the professional maintenance and direction of the Association.  Membership of the Executive Council shall be the President as presiding officer, President-Elect, Past-President, Vice-President/Conference Chair, Newsletter Editor, Membership Officer, Recording Secretary, Treasurer, and Chairpersons of Standing Committees.  The Executive Council shall meet at least twice a year, with other meetings held at the discretion of the President, or at the request of any three Council members.  Four members shall be necessary for a quorum.  All members of the Executive Council, whether elected or appointed, shall be voting members.  Chairpersons for Standing Committees shall have voting rights when present at an Executive Council meeting.


Article IV.

Duties of Officers.
President: President shall call and preside at all meetings of the Executive Council, prepare the agenda for these meetings, serve as liaison with other organizations having similar interests, and serve as ex-officio member of all standing committees, except the Awards and Nominations Committee.  With the approval of the Executive Council, the President shall appoint the members of the Standing and Ad Hoc Committees.

The President shall have the following responsibilities: facilitating professional development programs, meetings and the annual conference; promoting professional communications through publications; serving as representative to the President's Advisory Council of NADE; completing of the annual chapter survey for NADE; preparing and/or maintaining a one-page letter to be included in NADE's new member welcome package; and working with the President-Elect and the Webmaster to update and maintain the ILSADE Web page.  The President shall act at his/her own discretion in situations he/she considers to be emergencies, subject to later discussion and action by the Executive Council, and shall otherwise implement the provisions of the Constitution and Bylaws.    The President shall be an active ILSADE member at the time of his/her nomination and shall maintain active membership in ILSADE and NADE for the duration of the presidency.  It is also expected that the President shall attend the annual conference of NADE to represent the state chapter and to participate in leadership development activities.  Membership dues, conference registration fees, and other related expenses will be the responsibility of the President and/or his/her institution.

President-Elect: Duties shall include acting as executive officer in the absence of the President; chairing the Program Planning Committee for the annual conference; preparing for the duty of President during the succeeding year; and working with the President and the Webmaster to update and maintain the ILSADE Web page.    The President-Elect shall be an active ILSADE member at the time of his/her nomination and shall maintain active membership in ILSADE and NADE during his/her tenure in this office and through the duration of the presidency.  It is also expected that the President-Elect attend the annual conference of NADE to represent the state chapter and to participate in leadership activities.  Membership dues, conference registration fees, and other related expenses will be the responsibility of the President-Elect and/or his/her institution.

Past-President: The immediate Past-President shall be a non-elected member of the Executive Council.  Duties shall include chairing the Awards and Nominations Committee, forwarding a list of chapter officers' contact information (names, addresses, phone numbers, etc.) to the appropriate NADE designee within 10 days of the close of the annual conference, conducting a yearly review of the ILSADE Constitution and Bylaws, forwarding a copy of the current Constitution and Bylaws to the appropriate NADE designee, responding to inquiries forwarded by the ILSADE Webmaster, and other duties as requested by the Executive Council.    The Past-President shall be a voting member of, and advisor to, the Executive Council and shall maintain active membership in ILSADE during his/her tenure in this office.

Vice-President/Conference Chair: Duties shall include chairing the Conference Committees and the Conference hosting agency to insure that the conference arrangements and plans are within the general guidelines established by the Executive Council.  In addition, the Vice-President/Conference Chair shall prepare an annual report of ILSADE conference activities for submission to the general membership at the annual business meeting, the Executive Council, and the NADE Executive Board.  The Vice- President/Conference Chair shall maintain active membership in ILSADE and in NADE throughout his/her term in this office.

Recording Secretary: Duties shall include recording activities and action of all business meetings.  The Recording Secretary shall have the following responsibilities: recording minutes of all Executive meetings, recording minutes of business meetings of the Association, maintaining archives of the Association, and preparation of an annual report of ILSADE activities for presentation to general membership at the annual business meeting, the Executive Council, and the NADE Executive Board.

Treasurer: The Treasurer shall have the following responsibilities: maintaining financial records and providing reports; receiving and distributing monies on behalf of the Association; collecting conference fees, issuing receipts, and assuming responsibility for all conference fiscal matters; and ensuring that all fiscal matters and transactions adhere to the ILSADE financial record keeping and reporting procedures.  The Treasurer will present an annual budget to the Executive Council for approval and will prepare an annual report of ILSADE treasury activities for submission to the general membership at the annual business meeting and the Executive Council.  The Treasurer shall be an active ILSADE member at the time of his/her nomination and will maintain active membership in ILSADE and in NADE throughout his/her tenure in this office.

Membership Officer: The Membership Officer shall supervise all matters related to membership in the Association.  Responsibilities include maintaining the official mailing lists and membership lists, preparing an annual directory of Illinois programs, preparing and distributing a membership application form and membership brochure, maintaining membership rosters and ILSADE Listserve subscriptions, notifying members when renewal is necessary, promoting membership by telephone contacts and mailings, sending updated membership information (i.e., an electronic copy of the ILSADE membership database on a computer disk) to the NADE President-Elect by May 1, and preparing an annual report of ILSADE membership activities for submission to the general membership at the annual business meeting.  The Membership Officer shall maintain active membership in ILSADE throughout his/her tenure in this office. 


Newsletter Editor: The Newsletter Editor shall be responsible for the production and dissemination of all newsletters with the assistance of the Newsletter Committee. In general, the editor shall use the resources of the newsletter to stimulate communication and interaction among members of the Association.  In addition to distribution the newsletter to all current members, the editor should ensure that a hard copy of each newsletter is sent to NADE Executive Board Members and the NADE Newsletter Editor in accordance with current NADE guidelines.  An electronic copy should be send to the ILSADE Webmaster for inclusion on the ILSADE Web page.   The Newsletter Editor shall maintain active membership in ILSADE throughout his/her tenure in this office. 


Article V.

Terms of Office.  Each newly-elected officer shall take office at the annual business meeting on the last day of the annual conference.  The President-Elect shall succeed into the Presidency upon completion of one year on the Executive Council.  All other elected officers shall serve a two year staggered term elected during the following years:

President-Elect – yearly

Vice-President/Conference Chair - during odd years

Recording Secretary - odd years

Treasurer - even years

Officers who resign, are impeached, or are unable to serve due to death or prolonged illness during the term of their office shall be replaced for the interim of that term by appointment of the President, with the concurrence of the Executive Council.  An elected officer may be impeached by a two-thirds vote of the membership upon recommendation of the Executive Council or upon petition by 50 voting members of ILSADE.


Article VI.

Standing Committees.

Awards and Nominations Committee: The Past-President shall chair this committee and appoint members.  Membership should include representatives from each of the sectors:  (a) two-year colleges, (b) four-year public colleges/universities, (c) private colleges.  At least two members should deal directly with awards.  This committee shall propose candidates for the newly elected officers' positions with the following guidelines:

a. At least one candidate for the Executive Council elections must be employed by a four-year post-secondary institution.

b. All elected officers must be members of ILSADE at the time of nomination.

Conference Committee: The committee is responsible for the planning and execution of the annual conference.  The Vice-President/Conference Chair shall work closely with the members of this committee.

Newsletter Committee: The committee is responsible for assisting the Newsletter Editor in the planning, production, and distribution of the newsletter.  The Newsletter Editor shall coordinate this committee.

Political Liaison Committee: Members appointed by the President to serve as advocates for political action in issues related to funding, assessment policies, practices, and procedures, and to development and advancement of learning assistance and developmental education programs.

Professional Development Committee: Members appointed by the President to provide professional training information, support, and referral of new theories and research in teaching and learning as well as for curriculum methods and instructional materials in learning assistance and developmental education practice representing a variety of subject areas.

Research Committee: Members appointed by the President to enhance the professionalization of the fields of learning assistance and developmental education by supporting institutions which develop in/service and graduate courses/programs designed to educate and train leaders in adult education; and by encouraging and supporting the research and publication efforts of learning assistance and developmental education professionals.

Article VII.

Election Procedures.  The Chairperson of the Awards and Nominations Committee shall prepare and distribute a nomination form to all members of the Association no sooner than 45 days before the annual business meeting.  Nomination forms should be returned to the chairperson no later than 30 days before the annual business meeting.  The nominating committee shall prepare an election ballot, listing the nominees.  No sooner than 30 days before the annual business meeting and no later than 25 days before the annual business meeting, the Nominations Committee shall distribute ballots by mail to all voting members.  The deadline for return on ballots, set by the Nominations Committee, shall be no later than five days before the annual business.  New officers shall be seated during the annual business meeting on the last day of the annual conference.  The Chairperson of the Nominations Committee shall supervise all matters related to elections, tabulate election results and present a report of election results to the Executive Council.  Officers shall be elected by a simple majority of the ballots cast.

Article VIII.


Business Meeting.  An annual business meeting of the general membership shall be held at each annual conference.  The Executive Council shall meet twice each year and may meet at other times as called by the President, after conferring with the Executive Council members.

Article IX.


Bylaws Revisions.  Bylaws may be adopted, revised or deleted by a majority vote of the members voting either at the annual business meeting or through mailed ballots.  A unanimous vote of the Executive Council may also be used to change the Bylaws.  Members may submit proposed revisions in writing to the Executive Council at least 10 days prior to any business meeting.


Article X.

Enabling Meeting.  The Constitution and Bylaws for the Illinois Learning Specialists and Developmental Educators shall be adopted by the approval of two-thirds of members voting.  Upon adoption of the Constitution and Bylaws, nominations, elections, and appointments necessary to carry the articles of each, shall take place. 
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