NEW JERSEY BRANCH AMERICAN ASSOCIATION FOR LABORATORY ANIMAL SCIENCE
Officer & Committee Manual
[image: image1.jpg]



Revised: September 19, 2017

OFFICERS
	President 

	Criteria for nomination:
	Must be a member in good standing of the Branch and National AALAS

	Term of Office/Rights:
	One Year/ Voting BOT member

	Previous experience:
	One Year as President-Elect


A.  Responsibilities


1.  Presides over Board of Trustees (BOT), Special, Annual and General Membership Meetings, following Robert’s Rules of Order.  (The Special, Annual and General Membership Meeting will be referred to as Branch Meetings.)

2.  Chairs BOT meetings and votes as required.
 

3.  Identifies needs of the membership and establishes goals for the Branch based on those 
needs.

4.  Explores opportunities for participation in National AALAS activities.

5.  Appoints Committee Chairs.

6.  Serves on the TriBranch Steering Committee.
7.  Acts as the assistant Treasurer and presents budget, including any proposed change to membership dues, to the BOT for review and approval.  
8.  Prepares agenda for the BOT and Branch Meetings.

9.  Meets and fulfills all responsibilities as described in the Bylaws.

10.  Ensure transfer of knowledge from existing committee chairs to replacement committee chairs as needed.
	President-Elect 

	Criteria for nomination:
	Must be a member in good standing of the Branch and National AALAS

	Term of Office/Rights:
	One Year/Voting BOT member

	Previous experience:
	Must have held a Board position for a minimum of one year


A.  Responsibilities



1.  Attends BOT Meetings and votes as required.

2.  Attends Branch Meetings. 

3.  Performs an audit of the treasury records at least annually.

4.  Assumes duties of President during their absence.  


4.  Ensure DNO / liability insurance is up to date.

5.  Meets and fulfills all responsibilities as described in the Bylaws. 
	Immediate Past President 

	Criteria for nomination:
	Must be a member in good standing of the Branch and National AALAS

	Term of Office/Rights:
	One Year/Voting BOT member

	Previous experience:
	Served as President



A.  Responsibilities




1.  Attends BOT Meetings and votes as required.


2. Attends Branch Meetings.
3.  Assumes duties of President in the absence of President and President-elect.  Verifies the results of election before announcement by Nominations Chair.

4.  Meets and fulfills all responsibilities as described in the Bylaws. 
	Treasurer 

	Criteria for nomination:
	Must be a member in good standing of the Branch 

	Term of Office/Rights:
	Three Years/Voting BOT member

	Previous experience:
	Knowledge of accounting principles, financial procedures and negotiation





A.  Responsibilities




1.  Establishes the bank account, collects and disburses all funds.
2.  Reconcile checking account.

3.  Monitor expenses and revenue to ensure financial health. 

4.  Attends BOT Meetings and votes as required. 

5.  Provides the Board with financial information as requested. 

6.  Attends Branch Meetings.
7.  Submits taxes in a timely fashion.
8.  Act as TriBranch Treasurer when New Jersey Branch hosts the symposium and establishes a separate Tribranch bank account. 
9.  Meets and fulfills all responsibilities as described in the Bylaws. 



NOTE: May not serve as TriBranch Chair while serving as NJ AALAS Treasurer (per 



     TriBranch SOP). 
	Secretary

	Criteria for nomination:
	Must be a member in good standing of the Branch

	Term of Office/Rights:
	Three Years/Voting BOT member

	Previous Experience:
	Not Applicable 



A.  Responsibilities




1.  Attends BOT Meetings and votes as required. 

2.  Records the official minutes of all meetings of the Board and the Membership.

3.  Disburses BOT minutes to the Board.
5.  Archives electronic copies of approved meeting minutes and other appropriate documents.
6.  Submit Branch Officer’s roster or equivalent to National AALAS annually.
7.  Attends Branch Meetings. 
8.  Meets and fulfills all responsibilities as described in the Bylaws. 
	Branch Trustee

	Criteria for nomination:
	Must be a member in good standing of the Branch

	Term of Office/Rights:
	Two Years/Voting BOT member

	Previous Experience:
	Not Applicable 



A.  Responsibilities




1.  Attends BOT Meetings and votes as required. 

2.  Provides support and assistance to the Branch President and Committees. 
3.  Attends Branch Meetings. 
4.  Meets and fulfills all responsibilities as described in the Bylaws. 
COMMITTEES
	Program Chair

	Criteria for nomination:
	Must be a member in good standing of the Branch

	Term of Office/Rights:
	Chair – not a voting member of the BOT

	Previous Experience:
	Not Applicable 


A.  Responsibilities



1.  Establishes meeting dates with consultation from the BOT. 

2.  Arranges for meeting sites. 
3. Secures speakers or other program content as needed and solicits board approval for any honorariums / speaker expenses.

4.  Arranges for transportation of outside speakers as necessary. 

5.  Attends BOT and Branch Meetings.  

6.  Provides information on all activities and meetings to the Social Media Chair and Website chair...   
7.  Arranges the Annual Meeting.    

8.  Composes and distribute timely announcements for meetings.     

9. Meets and fulfills all responsibilities as described in the Bylaws.
	TriBranch Chair

	Criteria for nomination:
	Must be a member in good standing of the Branch and National AALAS

	Rights:
	Chair – not a voting member of the BOT

	Previous Experience:
	Served as a member of a Tribranch Committee at previous Tribranch 


A.  Responsibilities



1.  Chairs the TriBranch Meeting in the year that NJ Branch is responsible for it.  

2.   Attends Tribranch Steering Committee Meetings. 

3.  Provides information on these activities to the BOT and to the Branch on a regular basis.  
4.  Serves on the Tribranch Steering Committee during year they are the Chair and the following two years after chairing the meeting.

5. Meets and fulfills all responsibilities as described in the Bylaws.
.    
	Education Chair

	Criteria for nomination:
	Must be a member in good standing of the Branch and National AALAS

	Rights:
	Chair – not a voting member of BOT

	Experience Required:
	Some technical experience and AALAS certification


A.  Responsibilities



1.  Tech Night– organizes and solicit technicians to present.
2. Suggest / organize other educational opportunities as appropriate and communicate to the Board, the Social Chair and the Website Chair.


3.  Provide CEU certificates to the membership chair.

4. Meets and fulfills all responsibilities as described in the Bylaws.
	Membership Chair

	Criteria for nomination:
	Must be a member in good standing of the Branch

	Rights:
	Chair – not a voting member of the BOT

	Experience Required:
	Not applicable


A.  Responsibilities



1. Maintains current membership lists.  

2.  Provides mailing list of committee members to BOT members as needed.   

3. Sends out renewal notices to membership and reminders to non-renewing members.  

4. Informs BOT of current member counts on a regular basis.   
5.  Encourages the addition of new members to the Branch.

6. Sends membership list to National.
7. Distributes CEUs to current members only.
8. Meets and fulfills all responsibilities as described in the Bylaws.
	Legislative (Ad Hoc)

	Criteria for nomination:
	Must be a member in good standing of the Branch

	Rights:
	Chair – not a voting member of the BOT

	Experience Required:
	A basic understanding of the legislative process


A.  Responsibilities



1.  Monitors legislation that impacts laboratory animal science.
       2.  Educates the membership about the impact of legislation.
       3.  Solicits membership involvement as necessary.
       4.  Educates legislators when necessary.
       5.  Attends BOT and Branch Meetings.
       6.  Provides information on these activities to the BOT and the membership on a regular basis.
	Awards Chair

	Criteria for nomination:
	Must be a member in good standing of the Branch

	Rights:
	Chair – not a voting member of the BOT

	Experience Required:
	A basic understanding of the awards process


A.  Responsibilities


            1.  Attends BOT and Branch Meetings. 

            2.  Requests and evaluates nominations for the following awards:
· Technician of the Year Award (plaque and $300)
· Allentown Manager of the Year Award (plaque and monetary award)
· Bio-Serv Enhancement or Improvement of Animal Welfare Award

· Mike Roell Lifetime Membership Award (plaque and lifetime membership)
· Outstanding Contribution Award (plaque)
· Administration Professional award 
· Ancare Vet of the Year Award 
· Vendor of the Year Award 
· Educational Scholarships

  3.  Develop subcommittee who will review nominations and determine award winner.   Any that        subcommittee determine require further review will be sent to the BOT for a final decision.
   4.  Reviews all forms on an annual basis, sends any updated forms to the Website Chair.
   5.  Arranges for purchase of gifts for speakers, plaques for award winners and others as 

required.
                 6. Arranges for purchase of gavel for the incoming President.
B.  Policies
1.  Award recipients must be branch members in good standing.
	Social Media Chair

	Criteria for nomination:
	Must be a member in good standing of the Branch

	Rights:
	Chair – not a voting member of the BOT

	Experience Required:
	Familiarity with social media platforms


A.  Responsibilities


1.  Attends BOT and Branch Meetings. 

2. Serve as NJAALAS Social Media group Administrator.
a. Assign other members to be the site moderator.
b. Manage group settings (ex: change the group name, cover photo or privacy settings).
c. Post upcoming events such as Branch meetings.
d. Post status updates relevant to NJAALAS and National AALAS and other pertinent information relative to the field of Lab Animal Science.
e. Encourage membership to “Like”/ follow sites on social media.
	Nominations Chair

	Criteria for nomination:
	Must be a member in good standing of the Branch

	Rights:
	Chair – not a voting member of the BOT

	Experience Required:
	Familiarity with web based election platforms


A.  Responsibilities



1.  Identifies qualified candidates to run for offices.  


2.  Advertises openings and encourages volunteers via all available media in 

     
use.


3.  Submits biographies to the email blasts, in time for voting.


4.  Assures the security of the election process by proper balloting procedures.

5.  Presents the slate to the membership at the March Membership Meeting. 


6.  Announces the results of the election after verification of results. 

7.  Attends BOT and Branch Meetings. 
B.  Policies


1.  Elections will be done by secret ballot using a secure election platform.  

2.  Elections must be designed to prevent voter fraud.

	Website Chair

	Criteria for nomination:
	Must be a member in good standing of the Branch

	Rights:
	Chair – not a voting member of the BOT

	Experience Required:
	Familiarity with website administration


A.  Responsibilities



1.  Manage website. 
2.  Post website content as needed 


3.  Send email blasts as needed to membership.


4.  Renew website domain name annually.


5.  Work with Website Company to troubleshoot problems as needed. 
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