Guidance for Committee Chairs

Committee Requirements

· To have at least one meeting–either in person, via phone conference (see instructions below) or email–each fiscal quarter;

· To recruit, along with the Nominations and Leadership Committee, members to serve on the committee;

· To complete a Quarterly Report form that documents actions taken (attached);

· To make recommendations to the board of directors of MT-NASW;

· To respond to requests for assistance/information from the board of directors or executive director; and

· To carry out activities to advance the Statement of Purpose of each committee and/or chapter Strategic Plan.

· The chair position is a two-year term. When circumstances prohibit you from performing your duties as chair of a MT-NASW committee it is your responsibility to notify the board president. You, or the President, must delegate your duties to another member of your committee and determine the period of time you expect that person to serve. 

Standards for Chapter Committees 

· Chapter committees shall submit a yearly plan of action to the board of directors by September 1 of each year, or for new chairs, by 2nd board meeting of the fiscal year. 

· All chapter committee chairs shall be appointed by the chapter president.

· Committees are delegated authority by the chapter board of directors and are not permitted to take any stand directly contrary to the policies of the chapter board of directors or NASW.

· Composition of all chapter committees should attempt to meet affirmative action goals of the chapter. 

· Any requests for budgeting of funds for a chapter committee must be submitted in writing to the chapter board of directors by April of each year for inclusion in the next year's budget. 

· According to national standards, no branch or committee may maintain financial accounts separate from chapter accounts. 

· Chapter committees must regularly report on their activities in writing to the chapter board, with oral presentations being made at least once a year. 

· All committee minutes must be submitted to the chapter office and to the chapter president. 

· Chapter committees shall maintain contact, as appropriate, with national commissions and committees.
Phone Conference Service

The chapter office has purchased a phone conferencing service that is available to all committees and regions. Any committee or group of members wishing to use the service must contact the chapter office in advance in order to schedule the time of their conference call. 

· The phone number to call for this conference is 1-781-222-0033. All participating members will dial this number and use Conference Code 028. Callers are responsible for the phone charges incurred on their bill at the normal rate that their carrier charges them. (For example, at 7 cents a minute an hour-long call will cost $4.20). The chapter pays a yearly fee for use of the Phone Bridge, eliminating the costs a phone carrier would otherwise charge for each conference call. 

· The system provides a 30-caller capacity and is available 24 hours per day, seven days per week. The busiest time on the server is from 9PM-10PM Eastern. For the best service, when possible, try to avoid scheduling calls at this time. 

· The first person to arrive will be asked for the conference code and will hear a prompt to "press one" to enter the conference room. 

· All subsequent callers will enter the 3-digit conference code and simply join the call. All participants can press 5 to "mute" their line and press 4 to "un-mute." 

· All participants can press "#" to determine the number of other callers in the conference. 
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