The North Thurston Education Association

Policy and Procedures

Purpose Statement

The purpose of the NTEA is to serve as an instrument through which individual members obtain and utilize the individual and collective power they need to control their work environment, including appropriate compensation, and to use this power to support the professional education community and enhance public education.

NTEA Goals

The NTEA shall be a member advocate association and shall develop and maintain Association strength and security in working towards the following goals:

1. 
Involvement of the total NTEA membership;

2. 
Effective communication among all stakeholders; and

3. 
Advocate for the personal and professional well being of all members.

I. 
Election Procedures

A. 
The Nominations Committee is the Elections Committee of the Association. This Committee handles all election procedures.

B. 
In the event the number of members running for the WEA Representative Assembly or the NEA Representative Assembly is equal to or less than the number of positions available, the positions will be declared filled by the Executive Board; positions for seats on the Executive Board must be filled by election and cannot be declared filled by the Executive Board with the exception of situations referred to in the Bylaws, Article IX, Section 7, Subsection C. 

C. 
In order to run for a national delegate position or be elected a delegate to the National Education Association’s Representative Assembly, a member must also attend and be elected to the position of delegate to the Washington Education Association’s Representative Assembly.

D.
The order of names on the ballot for all elections is to be determined by a draw from a hat.

E. 
In the event the number of members running for a position is equal to or less than the number of positions available, the positions will be declared filled by the Executive Board; positions for seats on the Executive Board must be filled by election and cannot be declared filled by the Executive Board, with the exception of situations referred to in the Bylaws, Article IX, Section 7, Subsection C.

F.
Biographical information shall be provided by the candidates to accompany the ballots.

G. 
Write in candidates must receive at least ten percent (10%) of eligible membership votes in order to be considered elected.

H.
Non-electronic ballots will be managed through the following procedures:

1.
Write in candidates who are not NTEA members will not be counted or        posted.

2.
No persons or relatives of persons who are on the ballot shall accept   ballots in the building.


3.
No person or relatives of persons on the ballot shall count ballots.

4.
The Election Committee shall be responsible for the pick up of the ballots at individual buildings

5.
The ballots will be picked up from the Building Representative by a member of the Election Committee. If the Building Representative is not available, ballots will be picked up from the school secretary. If ballots are not available at the time of pick up, they will not be counted.

6.
Date and time of pick up will be included with the ballots at the time of distribution.

7.
The ballots will be sealed and the seal date written on the tape that seals them.

8.
Voters will sign that they have voted when they return the ballot to the person accepting ballots for their building.

9.
Batches of ballots that do not have a corresponding number of signatures will not be counted.

10.
Ballots are to remain sealed until counted and will be counted the same day they are picked up.

11.
Counting will be done by at least three persons, none of whom are on the ballot or related to anyone on the ballot. If one of those counters becomes a viable candidate by reason of write-in, they will be excused from counting.

12.
Ballots are to be preserved in a secure place at the NTEA Office for a period of one year.

I.
Electronic ballots will be managed through the following procedures:

1.
Write in candidates who are not NTEA members will not be counted or posted.

2.
A link to electronic ballots will be electronically mailed to all members at the same time.

3.
Date and time of the close of the election will be included in the electronic mail.

4.
Electronic ballots will be anonymous, but each member will be marked as “responded” or “not responded.”

5.
Election results will be validated by three members, who are not listed on the ballot.

6.
Election results will be posted no later than one day following the close of the election.

7.
Ballots will be preserved electronically for a period of one year.

J.
An election for WEA/NEA Representative Assembly Delegates will be held in accordance with WEA/NEA procedures.

K.
There shall be an election for NTEA officers per the NTEA bylaws and such election shall follow the election guidelines as established by the Election Committee and approved by the Representative Council.

II. 
Adoption of NTEA Policy

The Executive Board shall develop policy, which shall be presented to the Representative Council for approval.

III. 
Conferences/Workshops

Individuals who are unable to attend conferences or workshops, which involve prepaid registration, will do one of the following:

A. 
Give notification in time to cancel registration;

B. 
Find someone to replace them; or

C. 
Reimburse the Association for the cost of the pre-registration.  Executive Board will review any extenuating circumstances on a case-by-case basis by the Executive Board.

IV. 
Office Keys

The President, Vice President and Treasurer shall have keys to the Association Office.

Committee Chairs shall have access to a key on a checkout basis as needed for meetings.

V. 
Endorsement / Outside Organizations

A. 
There will be no wholesale endorsement of organizations or groups.

B. 
Endorsement is only for educational issues that are clearly supported by a majority of our members.

C. 
Where there is no clear-cut position, our function will be to facilitate presentation of all sides. Recommendations to the Executive Board will be dealt with appropriately and referred to the Representative Council for final approval.

VI. 
Scholarships

Donations will be made to the North Thurston Public Schools Education Foundation as the Representative Council directs.

VII. 
Committees

A. 
Negotiations Steering Committee


1. 
Assist and Support the Bargaining Team


a. 
Obtain input from elementary, middle, and high school levels;


b. 
Obtain input from IPD, Co-curricular, and Special Services 



Committees;


c. 
Obtain budget analysis information from UniServ Director.


2. 
Make Recommendations to the Bargaining Team


3. 
Committee provides NTEA members who desire to become future 



Bargaining Team Members pre-requisite experience and training.

a. 
Characteristics, qualifications and requirements;

b.
Interest and willingness to attend meetings and actively participate;

c. 
Attend local and WEA training sessions;

d. 
Good verbal and writing skills; and

e. 
Bargaining experience helpful.

4. 
Selection Procedure

a. 
In the event of an open position in September, the NTEA President will advertise for persons interested in becoming Negotiations Steering Committee Members. An announcement will be made at Representative Council;

b. 
The Negotiations Steering Committee makes committee member recommendations to the President; and

c. 
The President takes recommendations to the Representative Council for ratification.


B. 
Grievance Committee (aka Advocate Committee)
1. 
The Grievance Committee shall consist of the Executive Board.

2. 
The Grievance Committee shall be responsible for screening, investigating, and recommending action relative to the processing of bargaining unit grievances.

 3. 
Prior to withdrawing support for a grievance, the Committee shall provide due process to the grievant, including the right to be present at a meeting of the


Committee, to present testimony and evidence in support of the grievance, and to examine or cross-examine any evidence or testimony offered in opposition to the grievance.

4. 
If the Grievance Committee fails to support a grievance, the grievant shall have the right to appeal to the Rep Council. The decision of the Representative Council may be appealed to the WEA Hearing and Appeals Board.

5. 
These duties and procedures may be changed by a majority vote of the Representative Council.

C.
Political Action and Organizing Committee (PAC)

1. 
Name and Membership

a. 
The name of this political committee shall be the North Thurston Education Association Political Action Committee (PAC).

b. 
Membership is open to all members of NTEA who contribute to WEAPAC.

c. 
Members are to be selected by and are accountable to the NTEA governance structure.

d. 
Membership of the committee shall be approved by the Representative Council.

2. 
Purpose of the Committee

The purpose of the North Thurston Education Association PAC shall be:

a. 
To stimulate political awareness of educational issues;

b. 
To inform members about political activities;

c. 
To interview, evaluate, and endorse candidates for school board and other local races;

e. 
To organize and coordinate campaign assistance for endorsed candidates through WEA Chinook UniServ Council PAC;

f.
To organize and coordinate activities for educational issues through WEA Chinook UniServ PEAC; and

g. 
To solicit voluntary political contributors (to WEA-PAC and NEA-P&CE).

3. 
Structure of the Committee

a. 
The composition of the Committee shall be two representatives from each elementary school, middle school, and the district office and four representatives from each high school.

b. 
The length of term is to be a staggered two (2) year term.

c. 
In addition to these representatives, the Committee shall have a chairperson and a vice-chairperson.

d. 
The length of term for the chairperson and vice-chairperson is to be a two (2) year staggered term.

e. 
The Committee shall have regular monthly meetings or as often as needed. The chairperson can call special meetings. (Requests for special meetings must go through the chairperson).

4. 
Duties and Responsibilities


The duties and responsibilities of the North Thurston Education Association PAC shall be:

a. 
To attend PAC Meetings and PAC Workshops;

b. 
To coordinate all PAC activities in the buildings; and

c. 
To provide political leadership in the building.

VIII. 
Stipends


A. 
Stipends will be available for the following positions:

1.
Vice President

2. 
Treasurer

3. 
Secretary

4. 
At-large Executive Board positions

5.
Bargaining Team
6. 
Bargaining Chair*
7. 
PAC Chair*
8. 
Advocate Chair*
9. 
Environmental Chair*
10. 
Benefits Chair*
11.
Social Media
12.
TPEP Support

13.
Contract Admin

B. 
All stipend amounts will be determined in the annual budget and approved by the Executive Board and Representative Council.

C. 
Duties associated with stipend positions are compliant with the NTEA Bylaws and outlined in Section IX.

IX.
Stipend Position Job Description
A.
Standing committees shall carry out specified functions and goals of the Association. They shall be selected to represent different groups and buildings in the Association. Each committee may, with the approval of the Executive Board, organize special sub-committees or task forces. The members of these standing committees shall be appointed by the President with the approval of the Representative Council by October of the new year.

B.
Each standing committee shall meet when necessary as determined by the call of the Chairperson or President of the Association, and shall carry out its assigned charges.

C.
Each committee shall keep a continuing record of activities. The Chairperson shall report items of action to the Representative Council and shall prepare an annual written report summarizing charges, actions, programs, gains, and unattained goals. These reports will be filed as a part of the continuing record in the Association files.

D.
Titles and Duties By acceptance of these Bylaws, the membership of the NTEA authorizes the establishment of the listed committees. Each year the President shall appoint any other special committees or task forces as may be necessary and shall discharge them upon completion of their duties. These committees shall operate according to rules approved by the Representative Council.

E.
Each Chair position will (see Section VIII, subsection A, marked with an *):

1. attend and inform rep council monthly and share a report of the month's activities

2. assist members in designated area of expertise
3. work with Exec Board/ NTEA office staff in completing  their duties
4. communicate with leadership on a need to know basis
5. when appropriate attend district meeting and/or meet with administration
X. 
Association Expenses

A. 
The following guidelines shall be used for reimbursement of expenses of members while on NTEA business:

1. 
Individuals traveling on NTEA business, or incurring reasonable expenses related to NTEA business, shall be reimbursed for such expenses. Such authorized persons are expected to exercise the same care in incurring expenses that a discreet person would exercise in incurring personal expenses.

2. 
Authority to incur expenses chargeable to the NTEA shall be approved by the Executive Board. Such approval shall be within the budgetary limitations of the current fiscal year and within the limits of these guidelines.

3. 
Exceptions to these guidelines may be granted by the President with notification to the Executive Board. This shall be within the budgetary limitations of the current budget year.


B. 
Allowable Expenses

1.
Travel - Methods of transportation shall include the use of public transportation and personal autos.

a. 
Mileage for NTEA business shall be determined by the WEA rate set by the WEA Board.

b. 
Mileage shall be determined by the activity.

c. 
Mileage shall be determined using established miles to each event.

d. 
If authorized personnel, for their own convenience, travel by indirect route or interrupted travel by direct route, the extra expense shall be borne by that person.

e. 
NTEA Members shall carpool (two per car) whenever possible for full reimbursement of mileage.

f. 
If a member chooses to drive to an association event when flying may be more cost effective, actual mileage and the cost of the flight will both be calculated.  The member will be reimbursed the lesser of the two amounts.  Reimbursement for a flight must be the lowest amount of any published fares available for the date of travel, and a printout of the fare must be printed for the expense voucher.  This amount will be determined no later than 30 days before the event.

2. 
Meals/Lodging -- Actual expenses for meals and lodging shall be paid subject to the following restrictions:

a. 
Lodging shall be limited to the amount charged NTEA in the designated facility. When hotel reservations are made and the NTEA or the hotel is not notified of your inability to use the room by 6:00 p.m. of the original arrival date, the no-show cost incurred will be billed to the individual by the NTEA.

b. 
Per diem for meals shall be determined by the rates for each city as calculated by WEA.

c. 
NTEA Members shall be encouraged to share housing (double occupancy) for all events whenever possible.


C.
Vouchers
1. 
Vouchers MUST have receipts attached, except for meals pre-paid at the per diem rate and mileage.

2. 
RECEIPTS ARE REQUIRED FOR meals when individuals, other than the claimant, are a part of the request for payment, provided that only other members of the same governance body may be included and their names are indicated on the voucher and/or receipt.

3. 
Vouchers should be submitted within thirty (30) days of the earliest day on said voucher. Expenses that are submitted more than sixty (60) days after they are incurred shall not be honored. Exceptions to this regulation shall be approved by the Executive Board.

4. 
All expense reimbursement requests shall be submitted on the NTEA standard Voucher Request Form and must include the payee's signature.
PAGE  
NTEA Policy and Procedure Manual

Page 4
Revised 4-21-10       Revised 1-4-12

Revised 1-18-17

