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KAHPERD 2008-2012 APPLIED STRATEGIC PLAN - 1

	#
	Action Item
	Lead Responsibility
	Timeline
	Resources
	Evaluation
	Future Sustenance



	

	A. Governance

	1.

completed

date:  ?
	Review and potential restructure of the Executive Committee Membership 
	Governance Goal Committee
	2008-2012
	Committee Members and Structure and Function
	Restructuring plan submitted to Executive Committee by June 2008
	Annual Review of plan by ASP

	2.

completed

date: ?
	Review and potential restructure KAHPERD Council
	Governance Goal Committee
	2009 -2012
	Committee members, Structure and Function
	Restructuring plan submitted to Executive Committee by June 2008
	Annual Review of plan by ASP

	3.
	Update standing committee tasks, expectations, assessment processes, etc
	ASP
	2008 -2012
	Committee members, Executive Director, Presidents
	Suggestions for changes given to President Elect by July 2008
	Annual Review of plan by ASP

	4. 
	Define and implement terms of service (# of years) and rotation process for all standing committee chairs and committee members (where/when appropriate)
	Governance Goal Committee
	2008 -2012


	Committee members and Structure and Function
	Restructuring plan submitted to Executive Committee by June 2008
	Annual Review of plan by ASP

	5.
	Create a “KAHPERD’s annual assessment system” which will detail how the surveys and feedback will be reviewed and when and where the assessments (surveys, questionnaires, etc) will be distributed.
	President Elect, Convention Manager, and editors
	2008- 2012
	Editors, Zoomerang?
	Analysis of data by Feb, 2009
	Annually 


KAHPERD 2008-2012 APPLIED STRATEGIC PLAN

	#
	Action Item
	Lead Responsibility
	Timeline
	Resources
	Evaluation
	Future Sustenance


	B.  Fiscal Stability

	1.
	Strive to Maintain a dollar amount in reserves based on the combined average total of 3 years of operating expenses


	Treasurer
	Sept. 2007-2012
	Spreadsheet 
	Budget report at the Spring and Fall Council meeting
	Executive Council review

	2.
	Strive to increase the number of participating schools and corresponding net income derived from the Jump Rope for Heart and Hoops Events
	AHA / Joint Projects Committee
	Sept. 2007 – 2012
	Committee members and  other JRFH and Hoop coordinators
	Report the increase of prior year at each Fall Council Meeting
	Review by AHA/Joint Committee

	3.
	Increase KAHPERD funding through corporate sponsors, grants, membership, and convention.
	Fiscal Stability Goal Committee and Convention Committee
	Sept. 2007 – 2012
	 Grants Committee
	Report of any grants opportunities  and any corporate sponsorships at each Council Meeting
	Review by Convention Manager and Executive Council
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	#
	Action Item
	Lead Responsibility
	Timeline
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	Evaluation
	Future Sustenance


	C.  Marketing

	1.
	Review Existing KAHPERD promotional materials and develop a marketing plan for specific populations such as members, non members, politicians, corporate sponsors and parents
	Marketing Committee and Executive Council 
	Sept. 2008-2012
	Committee Members, Advocacy committee
	Meet, review and report the targeted group plan to Council during Spring and Fall Council Meetings
	Annual Review of plan by ASP and Structure and Function Committee



	2.
	Consider the appointment of KAHPERD public relations position for purpose of communicating member accomplishments and recognition of quality programs
	Executive Council
	Sept. 2008 – 2012
	Council members, media outlets (journal, web, hometown)


	 Any special recognition or accomplishment being publicized in a least one place
	Awards, model school and grant committees report news

	3.

completed

Fall 2009
	Purchase of New Booths including signage and stands and use of booth at a variety of conferences.
	Executive Council and Advocacy
	2009 - 2012
	Marketing committee research
	Approved and reported to council at Fall Council Meeting
	Yearly evaluation usage of booth, and set up 

	4.

completed

Fall 2009
	“Mascot” or logo for recognition of KAHPERD for KAHPERD use at KAHPERD sponsored events as well as other conferences, etc
	Marketing committee

and Executive Council
	2009-2012
	Any entity that supports a Healthy Active Lifestyle
	Report to Council each Spring and Fall Council Meeting
	Continue to target at least one outside resource a year

	5.

completed

Fall 2009
	Collaborated  with GTM (It’s Greek to Me) to come up with a variety of selected items that will be sold with a KAHPERD logo  to promote the recognition of KAHPERD to public 
	Ad Hoc Marketing Committee and Structure and Function


	2009-2012


	Catalogue on GMT and (Joan Schuler
	Report to the Council at Spring and Fall Meetings on success of sales and inventory
	Continuous advertisement and accessibility
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	D.  Member Services and Benefits

	1.
	Offer a new workshop for KAHPERD Members (non convention related) each year


	Member Services and Benefits Committee
	 2009-2012
	Committee members, 
	Survey of participants of the workshop
	Charge for workshop, less for members.

	2.
	Continue to expand and improve existing forms of communications (journal, newsletter, website)

facebook
	Member Services Benefits Committee, Journal and Web editors
	 2008 – 2012
	Committee members
	Report new communication methods to Council each Spring and Fall
	Annual Review of goal by ASP

	3.
	Review conference attendance
	Convention Manager and Future Convention Manager
	2008– 2012
	Post Convention Survey
	Present a written summary to Exec. Committee and report to council each Spring
	 Review summary and taken necessary action to improve (or sustain attendance)

	4. 
	Develop Membership Drive Alerts
	Membership Services and Benefits Committee Structure and Function
	2009-2012 
	Journal, Web, council
	Report plan to Council at Spring and Fall Council Meetings
	Review by ASP

	5.


	Develop a Lesson Plan Library


	Membership Committee


	2010-2012


	KAHPERD members, 

Web editor


	Reviewed by Membership Committee to make sure meets appropriate practice
	Yearly Review 

by ASP
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	E.  Legislative Action

	1.
	Provide training and education of membership on how to lobby legislators and state school board members


	Legislative Committee
	2008- 2012
	Committee members, AHA, KAHK, KHPA, and Governor Council on Fitness, 
	 Having a training evaluation and/or follow up report from those attending the training
	Annual Review of plan by ASP

	2.
	Strive to obtain a middle school physical education mandate
	Legislative Committee
	2009-2012
	KSDE—Coordinated School Health, etc. 
	Report progress to Council in Spring and Fall Meetings
	Annual Review of plan by ASP

	3.
	Pass House Bill on Physical Education Mandate
	Legislative Committee
	2009 -2012
	Politicians and other supporting organizations
	Report Progress to Council each meeting
	Annual review of progress by ASP

	4. 
	Pass Senate Bill on Physical Education Mandate
	Legislative Committee
	200 - 2012
	Fitnessgram   data, bills, lobby days and 

legislators 
	Report Progress to KAHPERD Council at Spring and Fall Meetings
	Annual Review of plan by ASP

	5.


	Pair up with a legislator to present at a KAHPERD Convention
	Legislative Committee,


	2010-2012


	State Politicians,

KSDE, KSHD

Governor’s Council on Fitness


	Report progress to Council at meetings


	Annual 

Review by ASP



	6.
	Pushing for Clean Air Act
	Legislative Committee


	2010-2012
	AHA
	Report progress to Council
	Annual Review by ASP

	7. 
	Support the Good Samaritan Act
	Legislative Committee
	2010-2012
	AED Supporters?
	Report progress to Council
	Annual Review by ASP


I. Important Council Dates

2010-11
2010
November 19 (Fri.)
Executive Council Meeting, 6:00 p.m.,Wichita State University, Heskett Center, room 206

November 20 (Sat.)
Council Meeting, 9:30 a.m., Wichita State Univesity, Heskett 

Center, room 105

2011
January 27 (Thurs.)
Winter Workshop,8:30 a.m.–3:00 p.m., Wichita, Farha Sports Center

February 10-12 CD AHPERD Convention, Rapid City, South Dakota
(Thurs.-Sat.)
March 29-April 2 

AAHPERD Convention, San Diego California
(Tues.-Sat.)
November 2 (Wed.)

Executive Committee Meeting, Hays (Time TBA)
November 2 (Wed.) 
Pre-Convention Council Meeting, Hays (Time TBA)
November 2-4

KAHPERD Convention, Fort Hays State University
(Wed.-Fri.)

Friday, November 4 
Post-Convention Council Meeting, Hays

II.  KAHPERD Executive Committee
Organizational Chart

Note:  Executive Committee Members are indicated by shaded boxes.
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V. KAHPERD Committees

A.  Executive Committee: (Length of term of office is in parentheses)

President (1 year)


Past President (1 year)


President-Elect (1 year) 


Secretary (2 years)


Treasurer (2 years)


Journal Editor(s) (4 years) 
(Two may serve but the position carries one vote)

Electronic Editor(s) (4 years) 
(Two may serve but the position carries one vote)

Member-At-Large (2 years)

Non-voting  members:


Executive Director (contract reviewed and renewed annually)


Parliamentarian (1 year term as appointed by President)

DUTIES OF EXECUTIVE COMMITTEE MEMBERS
Executive Director

The Executive Director serves as an independent contractor of the Association to provide managerial support, promotion and leadership of business, continuity of activities, and is a representative of KAHPERD.  The Executive Director reports to the President and is accountable to the Executive Committee and Council for all activities. 

1. Serve as a liaison between KAHPERD and peer state organizations, Central District AHPERD, and AAHPERD

2. Assist the membership chair

a. Maintain a current listing of all members and the official mailing list

b. Receive new and renewal membership applications

c. Forward membership fees to the Treasurer

d. Initiate ways of attracting new members

e. Send renewal notices to members at least one (1) month prior to expiration date

f.   Send up to three (3) renewal notices when necessary  

3. Assist the Convention Manager with budget and administrative duties

4. Attend Central District AHPERD and AAHPERD convention and serve as a representative to the AAHPERD Delegate Assembly and as an observer to the Central District AHPERD Delegate Assembly 

5. Prepare mailing information for the President, Journal Editors, and Secretary.
6. Serve as a resource person and advisor to all Council members and committees.
7. Provide the American Heart Association with an annual membership database. 

8. Work with the Treasurer to complete the annual AAHPERD tax reports and annual reports for incorporation.  

9. Prepare an Executive Director’s message for each KAHPERD Journal and Newsletter. 

10. Distribute free memberships to Hoops/Jump Rope for Heart Coordinators by Aug. 1  

11. Distribute free 1-year memberships to Student Majors of the Year

12. Monitor Project Incentive Grants

13. Verify that KAHPERD Council members are current KAHPERD members

14. Secure transportation for Student Representatives to Student Leadership Meetings

15. Be the liaison to the Electronic Editor

16. Submit summary of annual goals to the President one week prior to the state convention.
17. Initiate and distribute all bulk messaging to members (email/text). (9/08)
18. Recommend an external auditor (approved by the Executive Committee) to conduct an audit of the KAHPERD financial records every two (2) years. (9/08)
19. Responsible for maintaining back-up records and software licenses according to Records Retention and Destruction Policy.  (09/08)
President
1. Call and preside at Council meetings and prepare an agenda for each Council meeting 

2. May appoint up to eight members at large 

3. Appoint chairs and members for both standing and special committees  
4. Appoint five (5) members to the Nominating Committee on or Before March 1. The President-Elect is one of the members and is designated the Chair. (6/10)
5. Send names of delegates for Central District and AAHPERD representative assemblies to the appropriate offices 

6. Prepare annual reports for AAHPERD and Central District when requested 

7. Serve as one of the state representatives to the Central District AHPERD and AAHPERD Representative Assemblies 

8. Prepare a President’s message for each KAHPERD newsletter and journal  

9. If desired, appoint a member of the Structure and Function Committee to serve on the Executive Committee as a parliamentarian and/or advisor on matters of protocol.  This person would not have the privilege to vote 

10. Appoint a member of the Awards Committee to update the official list of award recipients to insure consistency of institution names, correct spelling of recipients’ names, etc. 

11. Prior to the fall Council meeting, work with the Treasurer to appoint an auditor to audit the books of the Treasurer from the previous fiscal year  

12. Secure the keynote speaker(s) for the General Session(s) for the fall conference

13. Advertise the need for convention bids, and actively pursue bids if none are received by the February 15 deadline 

14. Provide adequate recognition for Jump Rope for Heart and Hoops for Heart coordinators at the annual convention

15. By October 1 notify the Executive Director that the annual evaluation of the goals set by the Executive Director is due one week before the Fall Executive Committee meeting. The Executive Committee then votes on reappointment and provides a written response of its decision to the executive director by the fall convention

16. Appoint officers in the case of a vacancy 

17. Provide a summary of the Executive Committee meetings to the full Council

18. Send “Thank You” notes to those going off Council

19. Send a copy of the handbook to Historian
20. Recognize the efforts of the convention manager (letter, etc.)  (9/08)
President-Elect

1. Assist the President in matters requiring important decisions relating to any KAHPERD matter

2. Represent KAHPERD by attending the AAHPERD Leadership Development Conference

3. Serve as representative to the Central District and AAHPERD delegate assemblies

4. Plan Winter Workshop including securing speakers and site location

5. Secure presenters for KAHPERD Fall pre-conference if needed

6. Prepare a slate of two names of members who are willing to serve if elected for the following offices by the Fall Council meeting

Secretary (2 year term) odd years

Treasurer (2 year term) even years

Journal Editors (4 year term) 
Electronic Editors (4 year term)

7. Prepare a slate of candidates for the position of President-Elect as indicated in the Bylaws (Article IV – Section 5) by August 1st.(9/08) The President-Elect is the Chair of the Nominating Committee that is appointed by the President. (6/10) 
8. With the assistance of the KAHPERD Section Chairs, prepare a slate of two candidates for the positions of KAHPERD Section Chair-Elects by Fall Council Meeting.  In the event that names are not provided, the President-Elect will work with the current President and the Executive Director to complete the slate of candidates.  
9. Inform all candidates that if elected they will be expected to attend the post convention council meeting.   (11/09)
10. Prepare ballots for all elections.  Supervise the voting booth at the KAHPERD convention.  Announce the winners of these elections at the KAHPERD Awards Banquet and post the names of the winners at the KAHPERD Exhibit Area.
11. Report the names of all winners to the Secretary; including name, address, phone number, e-mail address, school/agency affiliation at the Post-Convention Council meeting

12. Solicit position statements from Presidential candidates to be submitted to the Journal Editor no later than August 15th.  The statements should be no longer than one page in length and inform the reader of the qualifications of the candidate, their reasons for running for the office and anticipated goals and plans if elected.   

13. Review and revise KAHPERD Handbook at a meeting with the President, Secretary and Member at Large and distribute it to the Council membership at the post-convention Council meeting. (Note—changes in the handbook can be made at the recommendation of the Executive Committee or Council Members and do not require a vote.)
14.  Purchase a gift for outgoing President.
15. President-Elect may select a non-profit organization aligned with the mission of KAHPERD  

      to support, financially or otherwise, during the President-Elect year. (2/10)

Past President

1. If desired by the President, serve as a member of the Structure and Function Committee  

2. Work with the Convention Manager to plan the annual fall convention and help as needed with the following duties 
a. Confer with Convention Manager to assign committees 
b. Secure a facility-use agreement in writing 

c. Secure from the Section Chairs/Grants chair the names of all presenters and titles of their presentations by May 1st  

d. Confer with Convention Manager and determine the program schedule and room assignments 

e. Inform the President, Journal Editors and the Executive Director of the schedule and related convention information for publication in the summer newsletter, the fall journal and on the website 

f. Arrange for the preparation and printing of the convention program

g. Report convention progress to Executive Committee and Council members

h. Inform all convention presenters of acceptance/rejection in writing by August 1 and inform the presenters of date and time of presentations

i. Acquire the handouts and equipment lists for  KAHPERD Convention Presenters from Section Chairs by the Fall Council Meeting

j. Send keynote/general presenter a contract to be returned to the Past President

k. Prepare the KAHPERD Convention CD

l. Provide the Section Chairs/Chair-Elects with the program evaluation/information forms and collect forms at the post-convention Council meeting and distribute to appropriate individuals

m. Follow through with Section Chairs to be sure thank you notes are sent to presenters

3. Serve as representative to the Central District and AAHPERD Delegate Assembly (as needed based on AAHPERD membership). Serve as NASPE Representative:

a. Receive correspondence from NASPE and disseminate the information to the membership regarding national issues and events 

b. Solicit nominations for the Pathfinder Award by December 1

c. Promote National Girls and Women and Sport Day by providing information to members

d. Attend NASPE meetings at the Central District AHPERD and AAHPERD conventions

e. Prepare an annual report on request and submit ten copies to the NASPE President. 
4.  Attend NASPE lobby day. (9/08)
Secretary
1. Record minutes of all meetings of the Executive Committee and Council.  Send a copy of the minutes to appropriate individuals as well as the Electronic Editor within 30 days after the meeting 

2. Keep a complete record of all minutes.  Compile an annual updated list of Council members including their names, addresses, phone numbers, and emails for mailing and distribution purposes 

3. Keep an inventory of stationery and distribute to Council members when needed

4. At the end of term of office, forward all materials with complete record books to successor

5. E-mail notice 30 day ahead for agenda items with the agenda being sent two weeks before the meeting.  

6. Prepare a roll call list to be used for maintaining attendance records of Council meetings 

7. Have motion forms available at all Council meetings 

8. Notify President of those absent from Council meeting

9. Work with President, President-Elect, and Member at Large to update the handbook

10. Save motion forms and send to the Historical Chair

11. Send cards of sympathy as directed by the Executive Committee

Treasurer
1. Work with the current Treasurer until full responsibility begins June 1st 

2. Keep accurate account of all bills and pay approved bills promptly 

3. Prepare budget and present for approval and adoption at the spring Council meeting 

4. Prepare a financial report for each Council meeting  

5. Prepare copies of statements indicating receipts and expenditures, income, savings, accounts, investments, etc. for the fall Executive Committee meeting

6. Abide by the KAHPERD Monetary Policies as listed on page 24
7. Turn over all materials, with complete audited books, to successor 

8. Serve as Chair of the Budget Committee

9. Secure accommodations for the presenters, Executive Committee and invited guests for the annual KAHPERD Convention

10. Conduct an audit of the KAHPERD financial records every two (2) years  (9/08)
11.  Review financial implications of motions and advise the Executive Committee accordingly. 
12. Budget for new computers on a three (3) year rotation for Executive Director, Treasurer and Secretary.   (9/08)
13. Budget for new camera for Journal Editor, as needed.  (9/08)
14. Oversee that old technology will be refurbished and raffled at KAHPERD convention to student members.  (9/08)
15. Responsible for maintaining back-up records and software licenses according to Records Retention and Destruction Policy.  (09/08)
16. Review fees every three (3) years beginning June 2009. Fees include membership, student, retirees, library, exhibitor, etc.  (08/09)
Journal Editor(s)

1. Publish two (2) journals and three (3) newsletters each year 

2. Determine topics and features for both the newsletters and journals and solicit qualified individuals as necessary to review peer articles 

3. Send memorandums to section Chair-Elects with regard to their duties of contributing information and articles for the newsletters and journals 

4. Edit submitted articles   

5. Secure a printing contract, format and plan layout of publications

6. Send a PDF file of the KAHPERD Journal/Newsletter to the Electronic Editor for KAHPERD website

7. Send journals to Central District officers, in addition to the presidents and journal editors of states within Central District 

8. Send an extra copy of the Journal to each contributor and advertiser 

9. Send two extra copies of the Journal to the KAHPERD Historian

10. Save one hard copy and one electronic copy of the journals for the Journal Editor’s file 

11. Hold 25 extra copies of each journal for the President-Elect to distribute at the Leadership Development Conference 

12. Establish mailing privileges for bulk rate mailing permit for non-profit organizations 

13. Establish methods of soliciting advertisers for the KAHPERD Journals 

14. Only one KAHPERD Journal Editor is required to attend council meetings

15. Term of office begins June 1

16. Contact winners of Project Incentive Grants asking that they submit an article to the KAHPERD Journal or Newsletter regarding the highlights and results of their grant.  

Electronic Editor
1. Redesign the web site every two years.

2. Update the information and resources on the web site on an on-going basis.

3. Develop electronic forms for all potential transactions

4. Seek and post resources at the state, district and national levels.

5. Update and post all convention registration information

6. Send e-mails to all Council members to remind them to provide resources, new ideas and other information to the Electronic Editor.

7. Provide a secure site for the viewing of forms for grants, awards, model schools, convention and other programs as applicable.

8. Provide links to state, district and national organization websites.

9. Seek and provide advertisement for the web site as advised by the Executive Committee.

10. Maintain the Kando web site.

11. Archive the present website each time a new one is designed.

12. Attend the Executive Committee meetings as a voting member.

13. Term of office begins June 1.
14. Responsible for maintaining back-up records and software licenses according to Records Retention and Destruction Policy.  (09/08)
Executive Member-At-Large

1. Elected by Council at pre-convention meeting on even years.  (08/09).    

2. Serves as chair of the Membership Committee

3. Records changes made during meetings in the handbook/By-Laws.

4. Work with President Elect and Secretary to review and revise the handbook.
5. Plan Mini-Workshop including securing speakers and site location.  (9/08)
6. Send to LDC as Emerging Leader. (08/09).
Parliamentarian

1. Serves as a consultant on procedures, gives advice and renders opinions at the request of the presiding officer

2. Interprets the Constitution and Bylaws of the Association and aids in the conduct of business

3. Strives to be thoroughly informed concerning details of the Constitution and Bylaws

4. Strives to be thoroughly informed concerning Parliamentary rules of business

5. Strives to be thoroughly informed concerning recent action taken by the Council and/or Executive Committee

6. Attend all business meetings of KAHPERD and provide information and interpretation on the Constitution, Bylaws and Robert's Rules of Order and/or Knowledge Based Governance

7. Attend all business meetings and call attention to any non-legal actions contemplated by the body

8. Understand and interpret precedents and traditions, policies and regulations of KAHPERD and verify conformity with the Constitution and Bylaws.
B.  Voting Council Members:

Executive Committee

Members of each Standing Committee (3/03)
Chairperson of each Special Committee

Chairperson and Chairperson-Elect of each Section 

Current Convention Manager

Members-at-Large as appointed by the President (maximum of eight)
Past Presidents
C.  Standing/Special Committees: (Serves at invitation of current President)

Advocacy 

Adapted Physical Activity Council (APAC) Liaison


American Heart Association Liaison (11/06)
Applied Strategic Planning 


Awards   (all members 3 year term) (9/08)

Faculty Advisor to Future Professionals


Foundations/Budget


Grants

Historical/Necrology
Joint Projects (JRFH and HFH) (9/08)

Legislative Advocate (9/08)
Legislative Committee (08/09)

KSDE Representative (11/06)

Membership 


Model School  


Nominating 


Retirees


Structure and Function

Special Committees
Notes on Standing Committees:
· If a committee will not be meeting, only the chairperson needs to attend the Council meeting.

· The President appoints all members of the above committees except those specified by the Bylaws  

· The Treasurer is the chairperson of the Foundation/Budget Committee

· Executive Member-at-Large is the chairperson of Membership.

· The Nominating Committee is a three-member committee that must have the President-Elect as the chairperson of the committee 

· The Structure and Function Committee is composed of Past Presidents or members who have served on Executive Committee

· The Awards Committee is a three-member committee composed of past KAHPERD award winners 
· The Legislative Advocate is selected by the Executive Committee and is a contracted position
· The following committees have only one member:  APAC, Convention (Past President), Faculty Advisor to Future Professionals, American Heart Association Liaison, Legislative Advocate, Legislative Liaison, Retirees, and KSDE Representative
Duties of Standing Committee Members

The committee Chair should attend Council meetings and electronically submit the committee’s activities using the KAHPERD Council Report Form to the Secretary at least two weeks in advance of a Council meeting (if deadline is NOT met – bring 40 hard copies of report to the Council meeting and submit electronic report following the meeting).  The committee chair must provide progress reports to the President and Secretary using either the link on the web site or via an email attachment.  
Advocacy
1. Encourage radio and television stations to play taped public service announcements regarding HPERD

2. Work with Central District AHPERD and AAHPERD publicity and advocacy individuals to promote mutual projects 

3. Encourage schools to host a Kansas Kids Fitness Day Event 

4. Develop mailings to advocate for health, physical education and physical activity.

5. Send a representative KAHPERD member to exhibit/present at the yearly United School Administrator Conference and the PTA convention to promote the areas of KAHPERD. 
6. Work with the President, committee members and the Strategic Planning committee to write action plans to meet goals. 

Adapted Physical Activity Council (APAC) Liaison
1. Serve as a liaison between KAHPERD and APAC 

2. Attend meetings of the APAC and disseminate information to the KAHPERD Council, as well as the adapted physical education teachers throughout the state 

3. Must be an AAHPERD member.
American Heart Association Liaison (08/09)

1. Serve as the liaison between KAHPERD and AHA

2. Update KAHEPRD membership about AHA programs and projects
3. Submit information for journal and web site

4. Conduct promotional activities aimed at increasing awareness of AHA programs relevant to the KAHPERD mission

5. Communicate with Advocacy Chair in regards of matters that involve AHA

6. Represent KAHPERD at AHA functions when needed  

Applied Strategic Planning
1. With input from each standing committee, determine reachable long-range goals and clear objective for KAHPERD, review goals and objectives once a year, and make suggestions for revisions to the Executive Committee  

2. Determine the resources needed to achieve the stated goals and objectives and suggest means of obtaining the needed resources 

Awards
1. Publicize all KAHEPRD award criteria with deadline dates in each of the KAHPERD journals and on the website. The award nomination deadline is August 1st (9/07) of each year 

2. Follow up on nominations to determine if criteria for awards are met 

3. The awards committee will review all nominations and determine award recipients 

4. Prepare a slate of winners to be presented to the President by October 15th 
5. Order plaques, certificates, or other award materials for presentation to winners at the Convention and submit appropriate receipts for payment to the treasurer.  Contact treasurer to determine available budget.  (9/08)
6. Contact colleges/universities to submit their Student Major of the Year recipients by August 1st and verify that they are KAHPERD members 

7. Assist winners of the state Elementary, Middle, Secondary and Adapted Physical Education Teacher of the Year, and Health Educator of the Year Awards (9/08)
a. Completion of NASPE forms

b. Inform Central District AHPERD Awards Chair of selection of these individuals

c. Forward appropriate forms.

8. Nominate individuals for Central District Honor Award.  The committee may choose to forward the name(s) of the state Wayne Osness Honor Award winner or select another KAHPERD member.

9. Verify that nominees for Central District and AAHPERD awards have current AAHPERD memberships.

10. Notify KAHPERD award recipients 30 days prior to convention, so that they may make necessary arrangements to attend convention.

11. Prepare a list of the KAHPERD award recipients to be given to the Historical Chair for the purpose of including them in the KAHPERD archives and included in the minutes of the Post-Convention Council meeting.

12. Send press releases to newspapers/school districts of award winners.

13. Nominate a KAHPERD member for NAGWS Pathfinder Award.

14. All members serve for a three (3) year term.  (9/08)


Faculty Advisor for Council of Future Professionals

1. Assist in organizing the Future Professionals Section programs for the annual convention.

2. Confer with Future Professionals Section Chair.

3. Assist in promotion of Majors Clubs at any college/university when called upon.

4. Provide guidance for the Council of Future Professionals.

Foundation/Budget

1. The KAHPERD treasurer is the chair of this committee.  

2. Investigate possible options for the establishment of KAHPERD foundations and endowments.  Report findings to the Council at spring Council meeting. 

3. Establish and update guidelines for the use and maintenance of KAHPERD foundations and endowments.  
4. Assist the Treasurer in preparation of a yearly budget. 

5. Present the budget to the Executive Committee at the Spring Council meeting. 

Grants

1. Review guidelines for submitting proposals for grants and update when necessary 

2. Advertise the availability grant money at least once each year in the KAHPERD Journal and send grant applications to persons requesting information

3. Receive grant applications, evaluate proposals according to stated guidelines, and announce award winners at fall Council meeting

4. Funds for the winning grants will be issued to the school district or university rather than the individual/s who wrote the grant.  

5. Keep records of applications, funding amounts, and follow-up transactions.

6. Award winners must submit an article to the KAHPERD Journal documenting highlights of the grants and if possible submit pictures for publications, or submit a proposal to present at the next state KAHPERD convention.  Monitor and record the progress of KAHPERD grant recipients

7. Provide KAHPERD Past President/Treasurer with appropriate documentation

Historical/Necrology

1.  Collect all documents of historical interest to KAHPERD including the KAHPERD Journals and Newsletters.

2.  Retain three years of the most recent records, including minutes and motion forms and send older material to the permanent archive collection at the University of Kansas.

3.  Coordinate efforts with University of Kansas archives to insure the best care and broadest use of KAHPERD materials.

4.  Provide a display of historical interest at the annual KAHPERD convention. 

5.  Submit at least one historical article to the KAHPERD Journal annually. 

6.  Prepare a report for Council meetings regarding the deaths of state members and send a copy of this report to the Central District AHPERD Necrology Chair.

7.  Prepare an obituary on deceased members and submit it to the Journal Editors. 

8.  Announce deaths of state members and conduct a “moment of silence” recognition ceremony at the first general session of the annual convention.

9.  Maintain a list of past and present KAHPERD presidents and award winners.
Joint Projects (JRFH/HFH) (08/09)
The Joint Projects Coordinator will direct the state’s involvement in the Jump Rope for Heart (JRFH) and Hoops for Heart (HFH) Programs.  This individual will act as the state’s primary liaison between KAHPERD, the AHA affiliate and AAHPERD.

Qualifications should include:

· Must be a current member of KAHPERD

· Must be a current member of the AAHPERD

· Solid knowledge of conducting JRFH/HFH events

· Able to serve as a state coordinator for a minimum of 3 years, subject to annual review

Responsibilities to Include:


1. Reports to KAHPERD board about JRFH and HFH activities on a regular basis

2. Serve as the liaison between KAHPERD and AHA's Youth Market Staff ensuring ongoing communication with the AHA affiliate

3. Notify AHA of KAHPERD Convention and promotional activities/workshops dates

4. Represent KAHPERD at AHA Joint Projects functions when needed

5. Serve as the contact between KAHEPRD and the AAHPERD Joint Projects Office

6. Communicates minimally twice a year with the AAHPERD Joint Projects Program Administrator to report new initiatives and progress

7. Submit the yearly report to the AAHPERD Joint Projects office. (Providing report is correctly filed, the state coordinator receives a 1-year complementary AAHPERD membership.) 

8. Submit information for publication in the KAHEPRD Journal and Newsletter including articles and advertisements

9. Submit at least one proposal related to JRFH/HFH for the annual KAHPERD convention

10. Conduct promotional activities aimed at increasing participation in JRFH and HFH programs

11. Assist Awards Committee in acquiring nominations for JRFH and HFH Coordinator of the Year

12.  Maintains a file of materials pertaining to the position that will be given to the successor
Legislative Advocate
1. Monitor initiatives and common law updates affecting physical education, health education, recreation and dance that are addressed by the 2009 Kansas State legislature, State Board of Education and Kansas Health Policy Authority. 

2. Communicate with the Executive Director, KAHPERD President and KAHPERD Legislative Liaison when issues arise that are of importance to KAHPERD members.

3. If action is needed, communicate recommended plans with the individuals listed above.

4. Prepare a brief article for the Winter Newsletter and Spring Journal regarding such issues.
Legislative Committee
1. Review legislation pertinent to KAHPERD and send important findings to Executive Director and President to be dispersed to membership.

2. Serve as a liaison between KAHPERD and KNEA/FTA.

3. Maintain a list of council member’s State School Board districts.  (9/08)
4. Report pertinent information to the Council.

5. Member of the Advocacy Committee.
6. Collaborate with President to determine how to act upon information gathered by Legislative Advocate.  (9/08)
Kansas State Department of Education (KSDE) Representative
1. Attend Council meetings; articulate changes, recommendations, and new information regarding licensure and/or accreditation to the membership

2. Provide updated health and physical education information to the membership 

Membership

1. Chair of the Membership committee is the Executive Member-At-Large

2. Develop membership incentives to aid in recruitment
3. Develop brochures and other publications for identified target audience for new members.  
Model Schools/NASPE Stars
1. Determine the criteria to be used for the evaluation of applicant model schools at the elementary, middle, and high school levels 

2. Develop materials explaining the purpose and nature of the program, as well as checklists of items need to apply, and application forms 

3. Publicize the Model School program and encourage exemplary schools to apply for recognition 

4. Evaluate applications, make on-site visits, determine which applicants are awarded Model or Merit School status, and notify all applicants of their acceptance or rejection 

5. Give recognition at the Convention Awards Banquet to the schools receiving Model or Merit School status and publish information about each school and its program in the KAHPERD Journal, as well as other appropriate media  

6. Inform recipients of the Model or Merit School Award of obligations as listed in the Review Team Handbook and monitor progress on these obligations, making sure deadlines are met for articles and convention proposals

7. Invite school recipients to the KAHPERD Awards Banquet  

8. Prepare appropriate banners, plaques or certificates to be given to award recipients (9/08)
9. Encourage award recipients to apply for the AAHPERD NASPE Stars Program
Nominating

1. Chair of the Nominating Committee is the President-Elect

2. Prepare a slate of two names of members who are willing to serve if elected for the following offices by the Fall Council meeting  

i. Secretary (2 year term) odd years

ii. Treasurer (2 year term) even years

iii. Journal Editors (4 year term) odd years

iv. Member At Large (2 year term) even years

3. Prepare and present a slate of candidates for the position of President-Elect as indicated in the Bylaws (Article IV – Section 5) at the Fall Council meeting
4. Solicit position statements from Presidential candidates to be submitted to the Journal Editor no later than August 15th 
5. With the assistance of the KAHPERD Section Chairs, prepare a slate of two names for the positions of KAHPERD Section Chair-Elects by Fall Council Meeting 
6. Inform all candidates that if elected they will be expected to attend the post convention council meeting (11/09)
7. Prepare ballots for all elections

a. Supervise the voting booth at the KAHPERD convention

b. Announce the results of these elections at the KAHPERD Awards Banquet
8. Report the names of all winners to the Secretary; including name, address, phone number, e-mail address, school/agency affiliation at the Post-Convention Council meeting
Retirees

1. Encourage, promote, and support retiree activities, convention programs, and workshops 

2. Exchange information and ideas and maintain cooperative relationships with other organizations concerned with retirees  

3. Assist in the development and maintenance of updated files and information on AAHPERD retirees in Central District AHPERD
4. Organize retiree social for convention.  Contact convention manager to discuss budget.  (9/08)
Structure and Function

1.  Members of the committee must be Past Presidents of KAHPERD or served on    

     Executive Committee with one of the Past Presidents serving as the chair of this    

     Committee.   

2.  Recommend changes in the Constitution and Bylaws to the Council. 

3.  Consider and make recommendations on items brought forward by the Executive 
     Committee or the council as a whole.

Special Committees

1. Special committees are indefinite in number and are appointed for relatively specific duties.

2. The President may appoint special committees as the need arises.

3. Special committees shall terminate with the appointing President's administration in office.
D.  Section Chairs and Chair-Elects:  
(Elected for two-year terms, one as chair-elect and one as chair)

Adapted 


Dance 


Elementary Physical Education  


Middle School Physical Education  

High School Physical Education

Human Performance/Higher Education

Health 

Recreation


Future Professionals 

Notes on Sections:  
· The members elected to the above positions will serve one year as the Section Chair-Elect and one year as the Section Chair 

· Both the Section Chair and the Section Chair-Elect will have voting privileges on the KAHPERD Council 

· The Section Chair and Section Chair-Elect for the Future Professionals Section are the President and Vice-President, respectively, of the Council of Future Professionals

· The Council of Future Professionals will consist of one student member from each of the four-year colleges/universities that wish to be represented
DUTIES OF SECTION CHAIR AND CHAIR-ELECT
Section Chair 

1. Attend and contribute to all Council meetings held during term of office 

2. Electronically submit KAHPERD Board report to the Secretary at least two weeks in advance of the Council meeting (if deadline is NOT met – bring 40 hard copies of report to the Council meeting).  If the report is not prior to the meeting, it must be submitted electronically to the secretary as soon as possible after the Council meeting.  
3. Submit an article relating to the specific section the chair represents for the Spring KAHPERD Journal, written personally or solicited from the membership 

4. Work with chair-elect to secure at least four convention sessions/speakers for the annual convention and present these proposals in rank order to the Past President by May 1st  (9/08)
Proposals should include:

a. Presenter(s) name, address, e-mail address

b. School/agency affiliation

c. Title of the presentation

d. Type of presentation (lecture, activity)

e. Time allotment

f. Equipment needed

5. By August 1st, confirm with the Past President that convention speakers have been informed of the acceptance or rejection of their presentation proposals and that selected speakers are aware of the time and date of their presentation

6. By August 1st, prepare a slate of at least two nominees who have agreed to serve in this capacity if elected for Section Chair-elect to be voted on in the exhibit hall on the first day of the convention.  Results of the elections will be announced at the banquet.  

7. Obtain an electronic handout from each presenter in your section for Convention CD, submit to Past President by Fall Council Meeting

8. Preside over the section presentations at the convention

a. Introduce the candidates for Section Chair-elect at the first section session

b. Encourage members to vote at the KAHPERD booth

9. Send thank you notes to the presenters of section sessions

10. Future Professional Chair is to co-present with the Chair-elect at the KAHPERD Convention.

11. Future Professional Chair will attend the Central District AHPERD Convention and assist in promotion of KAHPERD membership among majors at colleges or universities by visiting two sites per year
12. Health Chair should attend all meetings of the Tobacco Free Coalition
Section Chair-Elect
1. Submit an article relating to the specific section the chair represents for the fall KAHPERD Journal, written personally or solicited from the membership              

2. Complete the term of the Section Chair if he/she becomes unable to complete his/her term of office 

3. Future Professional Chair-Elect will attend the AAHPERD Student Leadership Development Conference (LDC).

4.  Future Professional Chair-Elect is to co-present with the Chair at the KAHPERD Convention.
5. Work with Section Chair on securing convention sessions/speakers.  (9/08) 
E.  Members-at-Large:

The current President may select up to eight members-at-large to serve on the KAHPERD Council.  All members-at-large have voting privileges. 

VI. KAHPERD COUNCIL
Board Meeting Procedures
VI. KAHPERD COUNCIL MEETING PROCEDURES
(Revised 8-15-09)
Rules of Order for Conducting Council Meetings: Assures the rights of every Council member to participate and provides group harmony and consideration for all members equally.
1. Robert’s Rules of Order combined with AAHPERD’s Knowledge Based Governance will be followed. Robert’s Rules of Order requires a motion before discussion takes place. Knowledge Based Governance allows limited and informative discussion prior to a proposed motion. Thus, KAHPERD uses both systems to enhance member understanding, participation & productivity. 
2. Twenty members present in person or by proxy shall constitute a quorum for conducting business. 

3. The original agenda will be approved and followed by Council. The agenda can be amended if needed by a two-thirds vote.

4. The President will recognize members of the Council before they speak. Members shall address the President and keep sidebar conversations to a minimum (cell phones off please).

5. The presentation of a report by either electronic means or hard copy is considered official receipt of the report.

6. Motions will be made in writing on KAHPERD motion forms and shall be signed by both the maker of the motion and their second.

a. Maker or their second has the privilege to speak first to their motion.


b. Opposing voices have the floor next and then discussion becomes pro–con–pro… etc.


c. Nobody speaks twice until all members have been heard (or speaks more than twice).


d. Individuals are limited to three (3) minutes.


e. Friendly amendments are acceptable (with approved by the maker & second)
7. Debate on a single motion will be limited to ten (10) minutes unless the President approves extended discussion for a specified period of time (majority approval required).

a. Members can expedite the meeting and end debate by asking, “Call the Question.”
8. Motions presented by a standing Council committee via the President do not need a second if two voting Council committee members are present.

9. All motions shall be received, discussed, debated and voted upon during new business in the order they were received.

10. Vote is by voice unless the decision is uncertain. Voting

members can challenge a decision by requesting a vote by a hand count and/or written ballot.
11. Motions that have financial implications must be addressed by and acted upon by the Executive Council by the next scheduled executive meeting (or post-Council).

KAHPERD / CDAAHPERD / AAHPERD Parliamentarian Rules of Order

Rules relating to motions based on standard code of Parliamentary Procedure





(Included 8-15-09)
Order of 

Out of order 
Second 
Debatable 
Amendable 
Vote

Preference 

when another 
Needed 




Needed




has the floor

Privileged Motions: Receive immediate consideration (are unrelated to the main motion)
1. Adjourn 

YES 

YES 

NO 

NO 

Majority

2. Recess 

YES 

YES 

YES 

YES 

Majority

3. Question 

NO

 NO 

NO 

NO 

Pres rules

of privilege

Main Motions: Primary and only motion before Council at a given time.
4. a. The main motion 
YES 

YES 

YES 

YES 

Majority

    b. Specific main motions:


Reconsider 
NO 

YES 

YES 

NO 

Majority


Rescind 
YES 

YES 

YES 

NO 

Majority


Resume or
YES 

YES 

NO 

NO 

Majority


Remove from Table

Subsidiary Motions: Modify or relate to the main motion on the floor.
5. Postpone or Table 
YES 

YES 

NO 

NO 

Majority

6. Vote (or call the ?) 
YES 

YES 

NO 

NO

2/3

7. Limit debate 

YES 

YES 

YES 

YES 

2/3

8. Postpone definitely    YES                   YES       
YES 

YES 

Majority

9. Refer to committee 
YES 

YES 

YES 

YES 

Majority

10. Amend (friendly)
YES 

YES 

YES 

YES 

Majority 
11. Postpone indef 
YES 

YES 

YES 

NO 

Majority

Incidental Motions: General or incidental motions with no order of precedence.
12.  Appeal 

NO 

YES 

YES 

NO 

Majority

13  Suspend rules 
YES 

YES 

NO 

NO 

2/3

14.  Object to 

NO 

YES 

NO 

NO 

2/3 Neg.
       consideration



(adopted from CDAAAHPERD 2.5 Parliamentarian Rules of Order)

VII. KAHPERD COUNCIL AND EXECUTIVE COMMITTEE 
REPORT FORM

Prior to KAHPERD Council and Executive Committee meetings each committee and section chair and all members of the Executive Committee will submit this form to the KAHPERD secretary no later than two weeks prior to the meeting.   

Name of Office:  


















Person Submitting Report: 










Date: 



 (Due to the KAHPERD secretary 2 weeks prior to Council meeting)
Accomplishments as related to the KAHPERD Applied Strategic Plan:
Work in progress:
Items for Board consideration and/or discussion:
Budget Implications if any: 

Other Comments: 

VIII. Absenteeism Policy for KAHPERD Council Meetings
Council Members elected to positions or appointed by the President are expected to attend all meetings.  
· Professional courtesy dictates that Council members notify the Secretary and President of an expected absence. 

· Members of the KAHPERD Council can miss no more than one meeting in a one-year term of office unless excused for reasons relating to illness, injury or commitments that cannot be missed.   
· The President will notify the Council Member after the second missed meeting.  The President may state the reasons for dismissal from the Council.  The President will appoint a replacement.

· In the event a Council member cannot attend the Council meeting that member should designate one other current voting Council member to control his/her vote on all new business items brought before the Council for that meeting only by submitting a completed proxy form. 
· The proxy form can be found on the KAHPERD web site or in this handbook.  

· Each individual can serve as only one proxy per Council meeting. 
· The President shall determine the authenticity of the proposed proxy prior to the opening of new business at the Council meeting.   

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

KAHPERD Council Meeting Proxy Form
Meeting Date ______________________________________________
PROXY ___________________________________________________

Substituting for ______________________________________________

Council Position _____________________________________________

Signature of Council Member to be absent _____________________________



Date: ______________________________________________

Signature of KAHPERD President _____________________________________

IX. Monetary Policies

(Reimbursement of expenses is dependent upon submission of receipts.)

A.  Officers’ Travel and Professional Allowances
1.  Executive Committee

Mileage, food, and lodging will be paid for the Executive Committee for the following meetings: 


Fall Executive Committee Meeting
Winter Executive Committee Meeting (3/08) 

Spring Executive Committee Meeting 

Summer Executive Committee Meeting 

Fall Convention

Special Called Executive Committee Meetings

The Executive Committee shall be allowed the following professional allowances for attending professional meetings and conferences:   

· President:  
Expenses paid for State, Central District AHPERD, and AAHPERD conventions, plus $100 to attend Central District and AAHPERD Delegate Assembly Meeting
· Past President:  
$1000 plus $100 to attend Central District and AAHPERD Delegate Assembly Meeting, plus all expenses for NASPE Lobby Day (9/08)
· President-Elect:  
$1000 plus all expenses for LDC plus $100 to attend Central District and AAHPERD Delegate Assembly Meeting
· Secretary:  
$1000 plus $400 honorarium (3/07)
· Treasurer:  
$1000 plus $1000 honorarium (9/08)
· Member-at-Large:  
$1000

· Journal Editor(s):  
an honorarium of $400 for each editor up to $800, plus $1000 professional allowance 
· Electronic Journal Editor: 
an honorarium of $800, plus $1000 professional allowance.

· Parliamentarian:  
$400 honorarium

· Executive Director: 
Expenses paid for State, Central District AHPERD, and AAHPERD Conventions, Winter Workshop, and LDC plus $10,000 salary (3/07)
In addition to the above professional allowance, a per diem will be paid in the amount of $25.00 per day for the Central District AHPERD and AAHPERD conventions.  This per diem can be requested up to two weeks prior to the trip, not to exceed $125 per trip.

The Journal Editor(s), Electronic Journal Editor, Parliamentarian, Secretary and Treasurer will receive the honorarium on May 1st of each year. 
2. Executive Director

The Executive Director will receive his/her salary on a quarterly basis per the following dates:   

· March 31 

· June 30 

· September 30 

· December 31
3. Council

Mileage will be paid to all voting Council Members for travel to the following meetings: 



· Pre-Convention Council Meeting (must also attend Post-Convention Council Meeting)
· Fall Council Meeting

· Winter Council Meeting

· Spring Council Meeting

KAHPERD will pay for motel rooms to be used by KAHPERD Council members who travel more than four hours the evening prior to the Council meeting. 
4. Mileage

Mileage will be reimbursed at the rate of 35 cents per mile.  (3/08)
5. Delegates to National and District Meetings
The delegates to attend these assemblies are as follows:
· Central District AAHPERD:  
Executive Director, President, Past President & President-Elect (or alternates)

· AAHPERD:  
Executive Director, President, Past President & President-Elect (or alternates)
Delegates representing KAHPERD at Central District AAHPERD or AAHPERD meetings receive an allowance of $100 per Delegate Assembly attended on behalf of KAHPERD.  
(Note:  Executive Director does not receive the $100 stipend.)
B. Special Funds
1. Kansas Kids Fitness Day
Members may request up to $200 (sites with under 400 students); $300 (sites with 401 to 600 students); and $400 (sites with 600+ students) to conduct activities for the Kansas Kids Fitness Day. (9/10). The total amount of KAHPERD money spent on Kansas Kids Fitness Day is not to exceed $2000. The funding for Kansas Kid Fitness Day is to be used to purchase equipment or supplies to run Fitness Day. KAHPERD money must not be used for lunch, sub teachers, transportation, or hiring of paid help. For further clarification contact the KAHPERD treasurer. 

3. American Heart Association Liaison-addition

· The AHA Liaison will have a professional allowance of $500. (8/09)

Future Addition:

· The Joint Projects committee will have a promotional allowance of $250 to be used for the promotion of American Heart Association Programs within the state.

3. Jump Rope for Heart/Hoops for Heart
JRFH/HFH Liaison will have a professional allowance of $1000 to attend the Central District and the National Conventions.  Travel expenses will be paid for any additional meetings this individual is required to attend. (11/06)

· The Jump Rope for Heart/Hoops for Heart Coordinator will have a professional allowance of $1000.  (08/09)
· The Joint Projects committee will have a promotional allowance of $1000 to be used for the promotion of the Jump Rope for Heart and Hoops for Heart Programs within the state. (08/09)

Line items exist for both Hoops for Heart and Jump Rope for Heart activities. Money may be distributed using the following guidelines:

· Funds for Jump Rope for Heart may be used for travel, lodging and food for workshops within Kansas – the intent of the workshops to be used for instruction not competition

· Funds for Jump Rope for Heart may be used for expenses of students and coaches (accompanying students) attending KAHPERD, Central District AHPERD, and AAHPERD conventions

· Each Jump Rope for Heart Demo Team will be allotted $100 out of the JRFH budget to purchase materials that further promote JRFH (such as ropes, music and shirts). If the purchase does not fall within the suggested guidelines, contact the American Heart Assoc. Liaison. Provide receipts to the American Heart Assoc. Liaison who will forward them to the Treasurer for possible reimbursement

· Each Jump Rope for Heart team may request funding for a maximum of two trips each year within Kansas to promote JRFH. Request for funding should be made to the AHA Liaison and he/she will determine if funds are available

· Funds for Hoops for Heart may be used for promotion, travel, workshops and camps  
· Any Jump or Hoops coordinator that raises a minimum of $5000 will receive a free KAHPERD membership.(9/10)
·  Any Jump or Hoops coordinator that raises $7500 will receive a free KAHPERD membership and one 
 free registration to the KAHPERD Convention. (9/10)
· Two KAHPERD members will have a sub paid for one day so they can meet with Jump Rope for Heart/Hoops for Heart representatives to work on recruiting schools to participate. (9/10)
· Each Hoop/Jump Rope for Heart Coordinator, who completes an event, will receive a redeemable coupon from the American Heart Association for $10.00 off membership in KAHPERD. (10/04)
3. Future Professionals

The following expenses will be paid:

· Undergraduate Student AAHPERD LDC: Chair-elect attends and has all travel expenses provided.
· Graduate Student AAHPERD LDC:  airfare and registration to a maximum of $500 for up to two people will be provided.

· Graduate Student (every other year) will be selected by grants committee
· Student Central District AHPERD LDC: Chair attends with the following compensation: registration, travel, and ½ of housing 

· AAHPERD Convention:  Undergraduate Chair may attend with the following compensation: registration, transportation, and housing 
4. National Board Certification

KAHPERD pays $300 towards board certification in the following manner, maximum of $1,500 per year: 

· $150 at time of application and $150 upon successful completion of the certification for a one-time maximum of $300 

· To be eligible, a person must have been a dues paying KAHPERD member 
for five consecutive years.  (9/04)
5. Project Incentive

Colleges and universities may apply for money through Project Incentive.  This is a program in which colleges and universities may apply for up to $2000 to provide professional development and training opportunities for HPERD professionals and student majors. (9/10)  The amount of money spent on Project Incentive in one year will not exceed $4000.  If a project is funded and not completed within eight months of funding, 100% of the money must be refunded to KAHPERD.  If a project is funded and then cancelled, 90% of the money must be refunded to KAHPERD.  A college/university may receive only one grant through Project Incentive per year.  The grant deadline is September 1 or March 1.(6/10) The grant should be submitted in an electronic format to the KAHPERD Executive Director.  A project proposal must include but not limited to, the following information.

1. Proposal author and school

2. Project purpose

3. Target audience

4. Benefits to KAHPERD members or prospective members

5. Budget outline

The Executive Director will monitor the progress of these grants.  A final report of the project must be submitted in writing to the KAHPERD Executive Director no later than six months after the completion of the project. The recipient of a Project Incentive Grant must also write an article for the Journal regarding their grant.
6. Grants

Members may apply for grant money up to $1000 for research and/or an innovative and creative activity.  All projects must be completed within one year.  If the grant is not completed in one year, the Grants Committee may give one six-month extension or request all money and equipment previously granted be refunded to KAHPERD. Grant winners will be required to present findings at the KAHPERD Convention following receipt of money.  The total amount of KAHPERD money spent on grants in one year is not to exceed $3000.   The Chair of the Grants Committee will monitor the progress of these grants and see to it that appropriate documentation is submitted to the KAHPERD Past President and Treasurer.
7. Membership Incentives

KAHPERD offers the following incentives to its members:

· A free, one-year KAHPERD membership is given to the top 40 Jump Rope for Heart coordinators and to the top 10%, not to exceed 40, of the Hoops for Heart coordinators and the names of these people will appear, recognizing their accomplishments, in one of KAHPERD Journals

· Each Hoop/Jump Rope for Heart Coordinator, who completes an event, will receive a redeemable coupon from the American Heart Association for $10.00 off membership in KAHPERD. (10/04)
· The KAHPERD membership will be extended one year for those people who get ten new members to join the organization.  

· Student members may apply for assistance to attend the national AAHPERD convention.  Students receiving this assistance must send a copy of their registration receipt to the KAHPERD Treasurer for reimbursement

· The student line under membership will have $1000.00 added for national fee assistance to be divided $500.00 for Central District AAHPERD Convention and $500.00 for AAHPERD Convention, although money not used at one can be held over for the other 

· Students may apply for up to the maximum of registration cost but depending on number of request, money will be divided equally

· KAHPERD members may receive up to $150 per presentation (maximum 2 presentations per individual) for Central District presentations and $300 per presentation (maximum 2 presentations per individual) for AAHPERD Convention presentations.  A maximum of $300 per presentation for Central District and $600 for AAHPERD may be received for joint presentations regardless of the number of members presenting. The fiscal year cap for these awards is $2000.00.  Criteria is as follows:  

a. Topic related to HPERD

b. Copy of the conference program containing the applicant's name and title must be submitted

c. The applicant must have been a member of the Alliance and the State Associations for four years including the current year.

d. Qualification for funding will also be based on the following priority list:  (1)  public school professionals with no financial assistance, (2) public school professionals with limited financial assistance, (3) university/college professionals with no financial assistance, and (4)  university/college professionals with limited financial assistance

e. Reimbursement is dependent upon submission of receipts and compliance with all above criteria
8. Teachers of the Year
KAHPERD will pay the registration fee for the Elementary, Middle, Secondary, Adapted, Dance, or Health Teacher of the Year to attend the Central District AHPERD Convention at which he/she will be representing Kansas as the state Teacher of the Year.  

If a Kansas Teacher of the Year wins the Central District Teacher of the Year award, then KAHPERD will reimburse him/her up to $500 (if not reimbursed by their school district or other source (09/08)) to attend the AAHPERD Convention.  Knowing that this is a two year commitment for District Teachers to attend the National Convention, any TOY may request funds for the second year based on allowance listed in the previous section.  TOY not eligible for presentation fee in the second year, just $500.00.  
9. Award Recipients
Administrator Award Recipients will be invited to attend any of the KAHPERD Fall Convention including the awards banquet/lunch free of charge.  Each administrator may bring one guest free of charge.  

KAHPERD award recipients may attend the KAHPERD Fall Convention awards banquet/lunch free of charge. Additional tickets may be purchased for any guest. (9/10)
10. Refund Policy for Conventions/Workshops

The refund policy for the annual KAHPERD Convention allows for an 80% refund of the registration and any other fees when a written or electronic request is submitted to the Convention Manager no later than five (5) business days before the start date of the convention. No refund will be issued after that date except in extenuating circumstances. A written request to the KAHPERD Executive Director for this type of refund must be received within 30 days after the conclusion of the convention. (9/10)
11. Convention Start Up Funds

The Convention Manager may request up to $1000 start up costs to be deposited into the established convention bank account to be used for convention costs.  The Treasurer will draft a check for the request amount for deposit.  

12. Convention Compensation

KAHPERD will not compensate Central District President, AAHPERD representatives or any other individual who attends our convention that is not expressly invited by the convention manager.  (09/08)  Compensation of a total of $1,000.00 will be extended to the college/university serving as the convention host, to be used for the benefit of the student majors assisting with the convention. In addition, up to 25 students may receive complimentary registration. (9/10)
When a convention site is other than a college/university, the convention manager may request up to $1,000.00 for assistance with convention related duties. (9/10)




13. Host School Compensation
The host school/University of the KAHPERD Convention will receive $500 for every $5,000 of profit made for the convention. (02/09)
14. Convention Exhibit Fees

The following is the fee for exhibiting at the annual KAHPERD Convention:  (9/09)


$250 – Commercial/Profit Booth 


$75 – Not for Profit Booth 


$50 – additional fee for electric hookup



$50 – additional fee for extra table/chairs



$250 – for stuffing non-attending exhibitors commercial advertisement materials
In addition, exhibitors may choose to submit materials to be included in the convention attendees’ packets.  The cost of this service is $50.00.  

Commercial exhibitors are limited to one presentation session on the convention program. The convention exhibit chair will inform these exhibitors that no sales may occur at the session.


Exhibitors receive an invitation to all sessions including lunch free of charge. 

15. Commercial/Corporate Convention Incentive

Convention commercial/corporate sponsors who provide speaker(s) and/or equipment of a value of at least $500 will be offered one free, half-page ad in the KAHPERD Journal (to be used within one year of the convention), three months of free space on the KAHPERD website, and a free booth at the convention. 
16. Journal Advertising Fees

$25 – ¼ Page Ad

$50 – ½ Page Ad

$100 – Full Page Ad

17. Bounced Check Policy

Members with checks returned for insufficient funds will receive from the KAHPERD Treasurer:  (1) a nice letter requesting payment, including any bank charges, within 30 days; and (2) a follow-up letter requesting payment within 60 days and a $30 returned check fee.

18. Investment Procedures

Cash management funds in excess of $65,000 will be invested into the KAHPERD mutual fund.

The executive committee will determine the use and investment of JRFH money.
A deposit of $1,500 will be made into the KANDO project each quarter.  

X. KAHPERD Convention Manager Duties

The President of the KAHPERD, with the advice and consent of the Executive Committee, shall appoint the Convention Manager (Council Bylaws as revised Fall, 1995.)

Convention Manager’s responsibilities include:

· Assist the KAHPERD Past-President in planning the convention program including securing KAHPERD membership presenters and invited guest presenters

· Establish a convention bank account at a financial institution and include the KAHPERD Treasurer and Executive Director as co-signers to the account
· Prepare and maintain a detailed convention budget 

· Assign responsibilities to the volunteer convention staff including such duties as parking, hospitality, exhibits, registration, outside funding, equipment, and banquet

· Provide communication to the membership related to the upcoming convention, as well as continued communication and convention updates to those who register for the convention

· Investigate grant and funding opportunities for the production of the convention

· Arrange/reserve the following convention facilities:

a. Motel/hotel accommodations

b. Meeting rooms

c. Registration area

d. Display and exhibit areas

e. Demonstration facilities (gyms, pools, etc.)

f. Hospitality room

g. Awards banquet area

h. Lunch facility

i. Parking

j. Storage space

· Arrange for needed equipment and supplies including such items as projectors/screens; CD/tape players; tables and chairs; computer; printer; convention forms and writing materials; microphones; and presentation equipment. 

· Arrange for a welcome speaker at the Awards Banquet and other planned functions 

· Arrange convention publicity 

· Work with the KAHPERD Online Journal Editor to provide continual information for introduction on the website.

· Work with the KAHPERD Journal Editor to provide convention information 

· Arrange personnel and schedules for the following:

a. Registration personnel

b. Presentation session hosts

c. Equipment/supply persons 

d. Ticket takers

e. Parking personnel

f. Hospitality personnel 

g. Pre-convention material coordination personnel

h. Set-up and take-down crews

· Schedule and assign facilities for all sessions and activities

· Arrange menus for the following functions:

a. Awards banquet 

b. International breakfast (when appropriate)

c. Lunch

d. Pre-convention council meeting refreshments

e. Pre-convention social

· Arrange for the following printed materials:

a. Convention program

b. Head table/guest table place cards

c. Tickets (as needed)

d. Pre-convention information flier

e. Directional and informational signs

f. Convention evaluation forms

· Supervise the volunteer convention staff in their duties (exhibits, parking, equipment, banquet, etc.)
· Convention Manager can have up to 25 student workers compensated with their registration fee (02/10).
· Review speaker request forms to determine equipment and facility needs

· Provide identification badges and ribbons for attendees, speakers, guests, and exhibitors

· Provide for convention gifts and secure necessary door prizes

· Work with the KAHPERD Past-President in maintaining appropriate correspondence with speakers, presenters, and special guests.

· Plan decorations, entertainment, and photography for the Awards Banquet

· Complete the following post-convention responsibilities:

a. Summarize the convention evaluations and submit a final convention report to the Executive Committee
b. Pay all bills related to the convention and finalize the convention budget to be submitted to the Executive Committee no later than 3 months after the conclusion of the convention. 
c. The host school/university of the KAHPERD Convention will receive $500 for every $5,000 of profit made for the convention. (02/09)
d. Close out the convention checking account and return the funds to the KAHPERD Treasurer

e. Write thank-you letters to special guests or contributors 

f. Remind the section chairs and other responsible officers to write thank you notes to presenters and invited guests. 

Convention Bid Procedure and Proposal Package

The annual KAHPERD Convention is to be held during the last weekend in October or one of the first two weekends in November.  All bids for the convention should be received no later than February 15 of preceding year of the bidded annual KAHPERD Convention.  This gives a minimum of 18 months lead-time for the preparation of the convention.  All received bids for a single convention will be reviewed by the KAHPERD Executive Committee, as well as the KAHPERD Council at the Spring Council Meeting. (2/10) 

The following is a list of suggested information needed in the convention proposal package:

· Name of the proposed Convention Manager and local convention personnel

· Motel information availability and costs

· Host site facilities including number of rooms, gyms, parking, exhibit area, etc. 

· Host site equipment availability including video, computers, CD/tape players, session equipment, microphones, etc.  

· Meal and banquet accommodations

XI. Sample Speaker Contract

This contract is between the Kansas Association for Health, Physical Education, Recreation and 

Dance (KAHPERD) and _________________________________________________.

Presenter:  
Name___________________________________________________

            
             Address_________________________________________________


             
_________________________________________________




_________________________________________________



SS# or Tax ID # __________________________________________



Email Address: ___________________________________________

Format:  
Type of Presentation______________________

Date:

Date(s) of Presentation_____________________

Time:  
             Time(s) of Session(s) ______________________

Location:
Location of Presentation____________________

Agreement:
KAHPERD agrees to pay a stipend of __________plus travel, room and meals for the presentation (the presenter must provide receipts to the treasurer for these reimbursements). The presenter agrees to present appropriate activity ideas and/or lecture content for the participants of the workshop/conference.  In addition, the presenter agrees to provide any handout materials (not to exceed 20 pages) by ____________ for duplication at KAHPERD expense.  

Further Agreements:

KAHPERD is not responsible for incurred injury of the presenter during the contract period.  

If the presenter is unable to complete the described presentation, the presenter will forfeit the stipend and will reimburse any travel expense incurred by KAHPERD.  If weather conditions prevent the presenter from completing the described presentation, the presenter will forfeit only the stipend.

The presenter is liable for all taxes related to this contract.

_____________________________________

________________________________  

Presenter





KAHPERD Representative

Date:  ____________________



Date:  ____________________

Return by ___________________to:  KAHPERD Person Responsible for Presenter
XII.  SAMPLE Commercial Exhibitor Contract

November 8-9, 2009
Emporia State University 

Emporia, KS 66801

Exhibit space has been reserved for _______________________________________________

Contact person for this reservation is ______________________________________________
Fee due is ___________________________

Booth:  The space includes one 6 foot table, table cloth, and two chairs.  Electricity to the booth is not available.  

Shipping:  Exhibit materials may be sent prepaid to the following address.  Please include name of the firm on the shipment.  Ship to: Shawna Smith, Department of HPER, Emporia State University, Emporia, KS 66801.  

Exhibit set-up: 
Wednesday (November 7) from 6:00 – 8:00 pm 



Thursday (November 8) from 7:00 – 8:00 am

Exhibit hours: 
Thursday (November 8) from 8:00 am – 3:00 pm 

Security:  Prior to the beginning of the convention, the exhibitor’s materials will be locked in a secure area in which only exhibitors and convention personnel will be allowed during set-up.  Shipped items will be locked in a secure area until exhibitor’s arrival. 

Exhibitor’s agreement:  The exhibitor assumes all risks of loss, damage, or injury to exhibitor’s merchandise.  The exhibitor pays for all expenses of transportation, shipping, and loading/packing.  All materials must be fire-resistant and kept within the assigned booth space.  Exhibit materials must be appropriate for the clientele attending the convention.

Exhibitor’s Location:  Attached you will find a template for the Exhibitor’s Area Floor Plan.  Once you have paid fees, you are able to select from available spots.  Go to http://www.kahperd.org/convention.php and click on Exhibit Area Floor Plan, where you can view the most current availability on location selection.  Mark on your template your 1st, 2nd and 3rd selection choices and fax, email or mail with signed contract.  Do this as quickly as possible, as this is a first come, first serve on availability.  This does not apply to educational booths.

Refunds:  There are no refunds after October 1, 2007.  A written request is required before this date.  

Exhibitor Perks: 


· On Thursday, each commercial exhibitor will be provided up to two free lunches.    

· Commercial exhibitors who have a person attending the conference may advertise their products in a free half-page advertisement in the Spring KAHPERD Journal (March, 2008).  The half-page advertisement must be prepared and sent camera-ready to the KAHPERD Exhibits Manager no later than January 1, 2008.  The advertisement must be appropriate for the KAHPERD clientele.  No additional notification will be sent to the exhibitor with regard to this potential advertisement.  

· Commercial exhibitors may request a three month free web link on the KAHPERD website.  This must be requested from the KAHPERD Exhibits Manager no later than November 15, 2007.  
Please sign this form and return/fax by September 1st to:  Shawna Smith, Department of HPER, Emporia State University, Emporia, KS  66801.  Fax:  620-341-6400
XIII.  Kansas Association for Health, Physical Education, 

Recreation, and Dance (KAHPERD)

SAMPLE

KAHPERD Exhibit Registration Form

November 2, 2007

Return form by August 1, 2006

Name of Vendor:___________________________________________________
Type of Products/Materials:__________________________________________
Contact Person: ___________________________________________________
Address: 
______________________________________________________



______________________________________________________



______________________________________________________

Phone:
______________________________________________________

Fax:

______________________________________________________

Email:

______________________________________________________

Type of Exhibitor (please select one):


Commercial/Profit Booth (Person Attending- $150.00)

_____


Commercial/Profit Booth (No Person Attending - $75.00)

_____


Not For Profit Booth (Person Attending - $50.00)


_____


Not For Profit Booth (No Person Attending - $25.00)

_____


Educational (No Charge)





_____

------------------------------------------------------------------------------------------------------------

Make checks payable to:  KAHPERD

Return form or direct questions to
Shawna Smith






Emporia State University






1200 Commercial, Campus Box 4013






Emporia, KS  66801






620-341-5848






ssmith@emporia.edu






Or fax form to: 620-341-6400

________________________________________________                        ________________

Signature 
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Constitution

Updated, September, 2008
ARTICLE I – NAME

This organization shall be called the Kansas Association for Health, Physical Education, Recreation and Dance (KAHPERD); hereinafter known as the Association.
ARTICLE II – OBJECTIVES

Section 1:
To enhance intelligent discussion within the respective professions and communities of in health, physical education, recreation and dance and to acquire and disseminate a sound understanding of the true educational values of these areas.
Section 2:
To aid in the improvement of health education, physical education, recreation and dance programs throughout the State of Kansas. 
Section 3:
To assist professionals in developing a continuously increasing appreciation for their responsibilities to serve children, youths and adults.
Section 4: 
To provide an opportunity for those interested in health education, physical education, recreation and dance to unite into one organization for the purposes of advocating, supporting and promoting the professional interest of al professional groups.
Section 5:
To promote the professional interest and welfare of professionals in the fields of health education, physical education, recreation and dance. 

Section 6:
To cooperate with other organizations of similar professional interest and purpose in and beyond the confines of the State of Kansas.
ARTICLE III – MEMBERSHIP

The Kansas Association for Health, Physical Education, Recreation and Dance shall be authorized to effect such organization as is necessary to conduct the business of the Association.

ARTICLE IV – GOVERNMENT

The governance of the Association shall be vested in the Council, which shall be authorized to effect such organization as to conduct the business of the Association. All meetings shall be conducted according to Robert’s Rules of Order Revised and/or Knowledge Based Governance.

ARTICLE V – AWARDS

Awards may be given for meritorious service in the fields of health, physical education, recreation and dance as hereinafter indicated in the Bylaws. (See Bylaws, Article VIII).

ARTICLE VI – PUBLICATIONS

The official publication shall be titled The Kansas Association for Health, Physical Education, Recreation and Dance Journal (KAHPERD Journal).  It shall be published and distributed as indicated in the Bylaws.  (See Bylaws, Article I, Section 8).  The Association may publish and distribute other materials as deemed appropriate by the Council.
ARTICLE VII – AMENDMENTS

Section 1:         Any member of the Association may propose amendments to this Constitution to the Chair of the Structure and Function Standing Committee. The members of the Structure and Function Committee shall review the proposed change(s). The Structure and Function Committee shall decide whether the proposed change(s) should be moved forward for discussion and vote by the Council. If it is recommended to move forward, the proposal should be sent to the President who will then send the proposal to all Council Members to review prior to the next Council Meeting. If passed by the Council, the professional members present shall vote upon the amendment at the next general session of the Association in convention.  An affirmative vote of three-fourths of the entire number voting at both the Council meeting and the general session shall be necessary for the adoption of the proposed amendment or amendments.  An amendment thus passed shall take effect immediately.

Section 2:
Should any Association business need to be conducted through a mail/email ballot, all voting Council members shall be sent business items to include:  
I. Original motion, 
II. Maker of the motion, 
III. Maker of the motion’s second, 
IV. Rationale for motion, 
V. Deadline for voting to be completed, 
VI. Mail ballot for voting council members to sign and list current office held. 
All other procedures shall be followed, including Amendments, Article VII, Section 1 of the Constitution, Article II, and Section 2 of the Bylaws.  The President shall approve all mail/email ballot business through the Executive Committee before the actual sending of such materials.

Bylaws

(Updated, September, 2008)

ARTICLE I – MEMBERSHIP

Section 1:
Membership in the Kansas Association for Health, Physical Education, Recreation and Dance shall be designated as professional members, retired members, associate members, student members and library members.

Section 2:  
Professional members shall consist of professionals actively contributing to the fields of health, physical education, recreation and dance.

Section 3:
Retired members shall consist of retired professionals who are 62 years of age or older.

KAHPERD retired membership shall be granted to a person who has met all of the following qualifications: 
· Has been a professional member in good standing for a minimum of 10 years.

· Has retired from full-time professional employment or is working half time or less in a HPERD profession. (9/09)
Section 4:
Student members shall include students attending professional training institutions preparing for professions in health, physical education, recreation, and/or dance.

Section 5:
Library members shall include those agencies desiring only the publications of the Association.

Section 6:
Only professional and retired members shall have the right to hold office and only professional members, retired members and the student representative to the Council shall have the right to vote.

Section 7:
All members shall receive the official (KAHPERD) publications, including the KAHPERD Journal, Newsletter and other organizational publications.
Section 8:
Annual dues shall be set by vote of the Council.  Cost for professional and associate members shall be equal.  Student and library dues shall be kept minimal to encourage continued membership.  A full year’s membership will be credited from the date of payment or extended from the expiration date whichever is applicable.

Section 9:
Any member who fails to renew membership dues within three months following their renewal date shall automatically be removed from the Association, but may be restored to full membership upon the payment of dues for the current year.  Membership shall run for one full year from the date of dues payment.

ARTICLE II – COUNCIL

Section 1:
The Council shall consist of the officers of the Association, the members of each standing committee, the chairperson of each special committee, the chairperson and chairperson-elect of each section, the retiring officers, the current convention manager, the past-presidents of KAHPERD, and the eight (8) Members-at-Large appointed by the President. Representatives to and from AAHPERD and the Central District AHPERD shall be ex-officio members of the KAHPERD Council without vote.

Section 2:
It shall be the duty of the Council to affect all changes in the Constitution and Bylaws in accordance with Article VII of the Constitution and Article V, Section 9 in the Bylaws, to elect officers according to procedures outlined in Article IV of the Bylaws, to receive reports of committees, to initiate such business as seems desirable, to exercise veto power over action taken by the Executive Committee upon a majority vote at an official meeting (as defined in Article II, Section 3), and to conduct other business as hereinafter provided.

Section 3:
There shall be at least two meetings per year of the Council.  One of these shall be held at the place of and immediately before the first session of the annual convention of the Association.  Additional meetings may be called by the President or at the written request of a majority of the members of the Council.  The secretary shall notify all Council members of the meetings of the Council, including the agenda, at least fourteen days prior to the proposed meeting, Minutes of all Council meetings will be taken and approved at the next regular meeting. Minutes of the council meeting shall be sent to the council within 2 weeks following the council meeting.
Section 4:
Members of the Association may attend all meetings of the Council without vote.  At the request of a member of the Council, a visitor may be allowed to address the members of the Council.

Section 5:
A quorum of at least 20 Council members must be present for the conduct of business.

Section 6:
Proxy Votes at Council Meetings

a.
In the event a Council member cannot attend the Council meeting due to illness, injury, or personal/family commitment, that member may designate one other current voting Council member to control his or her vote on all new business brought before the Council for that meeting only.  The non-attending  member may ask for a particular Council member to control his or her vote however, all other parts of proxy voting must be complied with as stated in this section.

b.
Said proxy vote must be in writing and signed by the non-attending member, and given to his or her designated proxy before the opening of the New Business section of that Council meeting.
c.
The President shall approve all proposed proxies prior to the opening of the New Business section of that Council meeting. 

Section 7:
Fraudulent or Dishonest Conduct and Whistleblower Policy Statement 



(Copy in appendices) 

Section 8: 
Retention and Destruction Policy Statement



(Copy in appendices)

ARTICLE III – EXECUTIVE COMMITTEE

Section 1:
The Executive Committee shall consist of the officers of the State Association, with the President serving as chairperson.

Section 2:         The Council, at one of its meetings, shall elect the officers (with the exception of 

the President-Elect and the Executive Director) each year during the annual convention of the Association, unless the term of office is more than one year. (See Article IV, Section 4)
Section 3:
It shall be the duty of the Executive Committee to initiate and transact all business necessary for the conduct of the Association except as provided in Article II of the Bylaws.

Section 4:
Special meetings of the Executive Committee may be called at the discretion of the President who shall notify all members of the Committee at least one week prior to the meeting.  Minutes of such meetings will be kept and reported at the next meeting of the Council. Minutes of these meetings will also be posted on the KAHPERD website and emailed to the Council Members.
Section 5:
With the exception of the offices of President, and/or the President-elect, the President, with the approval of the Executive Committee, shall appoint professional members of the Association to complete any unexpired terms of officers of the Association due to the death or resignation of the current officer.
Section 6:
In the event that the President is unable to serve, the immediate Past-President will assume the President’s responsibilities.

Section 7:         If the President, immediate Past President, or the President-elect cannot serve,                                                  
the Secretary and the voting Council Members shall call the meeting of the Executive Committee to fill these offices.  Executive members are given priority, then council members who meet the requirements of the position.

Section 8:
Conflict of Interest Policy (copy in appendices) 

ARTICLE IV – OFFICERS

Section 1:
All officers shall be professional or special members of the Association.

Section 2:
The officers shall consist of the Executive Director, President, President-elect, Immediate Past President, Secretary, Treasurer, Member-At-Large, Journal Editor(s) and Electronic Journal Editor.  These officers shall also be the officers of the Council, also referred to as the Executive Committee.

Section 3:
All officers except the Executive Director shall be nominated, either by the Nominating Committee appointed by the President of the Association or from the floor of the Council.  The privilege of sending the names of candidates for an office to the Nominating Committee shall be open to all including members of the Nominating Committee.  It is necessary that persons recommending candidates obtain the consent of the candidates before proposing them for office.

Section 4:
Election of all officers except the Executive Director and President-Elect shall be by the Council at the Association’s regular annual pre-convention meeting.  A clear majority of the vote shall be indicated for one person, otherwise, the two persons with the highest number of votes shall be voted on again.  All officers shall succeed and hold office from convention to convention, specifically at the completion of the passing of the President’s gavel except for the Secretary and Treasurer who will serve two years from January 1 to December 31. (2/10)  The Executive Director will serve according to the guidelines described in the Council Handbook.

Section 5:

a.
There shall be a Nominating Committee of five (5) members appointed each year by the President on or before March 1 and at least one member shall be the President-Elect.

b.
The Nominating Chair shall be the President Elect. 

c.
The Nominating Committee shall review the KAHPERD membership, identifying those individuals who are eligible for the position of President-elect.  To be eligible, an individual must be currently active in KAHPERD, must have been a member of KAHPERD at least three years and must have served at least one full year on the KAHPERD Council within the past three years.

d.
Any KAHPERD member can submit the name of a qualified individual to the Nominating Committee for consideration.  The Nominating Committee shall narrow the list of possible candidates to not less than two or more than five.  The Nominating Committee shall secure from each person nominated his/her agreement to have his/her name put into nomination and to serve if elected.  Due consideration shall be given to all nominees.

e. If more than two individuals agree to have their names placed in nomination for the President-Elect position, the Nominating Committee shall present the list of nominees to the KAHPERD Council at the Fall Council meeting.  At the time that the Nominating Committee presents its list of nominees, Council members can submit additional nominees, provided that the required consent has been obtained from the nominee.  The Council shall vote on all nominees submitted. The top two nominees will be designated as candidates for President-Elect.  If the Nominating Committee designates only two nominees, the Council still must vote their approval.
f. When the final two candidates have been selected, the Nominating Committee shall prepare ballots to be used in the election by the professional KAHPERD membership at the annual convention.  
g. The Council shall make nominations for the Member-at-Large Executive position. The nominations will be forwarded to the Executive Council. The Executive Council will vote and determine the Member-at-Large.
Section 6:
The Executive Director is hired by the Council to conduct the routine business operations of the Association.  This individual is an ex-officio, non-voting member of the Executive Committee.

Section 7:
The duties of the officers shall be those usually ascribed to those officers.  The Council Handbook of KAHPERD details each officer’s duties more specifically and describes the employment procedures related to the office of Executive Director.


Section 8:
All retiring officers, with the exception of the Executive Director, shall automatically become members-at-large of the Council for the following year, and each out-going President shall become a member-at-large for as long as he or she remains a member of the profession.

ARTICLE V – COMMITTEES

Section 1:
There shall be Standing Committees and Special Committees.  The Standing Committees shall consist of Advocacy, APAC Liaison, Applied Strategic Planning, Awards, Faculty Advisor to the Council of Future Professionals, Foundations/Budget, Grants, Historical/Necrology,  American Heart Association Liaison, KSDE Representative, Legislative Liaison, Membership, Model Schools, Nominating, Retiree, and Structure and Function. The Special Committees are indefinite in number and are appointed for relatively specific duties.  The President may appoint Special Committees as the need arises.
Section 2:
The President shall appoint all members of committees and chairs of committees except those specified in the Bylaws. 
Section 3:
Special committees may be appointed and/or terminated at any time by the President and shall terminate with his or her administration in office.

Section 4:
At the Council meeting preceding the opening of the annual convention or meeting of the Association, the outgoing President shall appoint an Auditor to audit the books of the Treasurer.  This audit shall cover January 1 of the term of the appointing President until December 31 of the term of the succeeding President in order to complete financial records from the fall convention of the President being audited.

Section 5:
The Treasurer shall act as chairperson of the Foundations/Budget Committee.

Section 6:         All historical records shall be kept in the Association’s permanent file at the University of Kansas Library.

Section 7:          The Convention Manager shall be in charge of registration at the convention.
Section 8:
The President shall appoint a Structure and Function Committee composed of Past Presidents or members who have served on Executive Committee with one of the Past Presidents as chairperson.  This committee shall recommend changes in the Constitution and By-laws to the Council, in addition to considering other special requests of the President.

Article VI – AAHPERD and CENTRAL DISTRICT AHPERD

Section 1:
The Kansas Association for Health, Physical Education, Recreation, and Dance shall be a part of the American Alliance for Health, Physical Education, Recreation and Dance and of the Central District of that Alliance as provided in their respective bylaws.

Section 2:
KAHPERD representatives to the Central District AHPERD Representative Assembly and KAHPERD Representatives to the AAHPERD Representative Assembly shall be the Executive Director, the President in office, immediate Past President, and the President-Elect.  The additional representative(s) (alternates), if needed shall be filled on an alternating basis by the Secretary, and Treasurer, and Journal Editors.  Priority for alternates shall be given to Past Presidents followed by Council members.
Section 3:
Should a vacancy occur among the State Representatives to the Central District AHPERD or AAHPERD Representative Assemblies, the President shall appoint a representative in a manner indicated in the bylaws, to act through the following Central District AHPERD or AAHPERD term of office.

Article VII – CONVENTIONS
Section 1:
There shall be an annual convention of the Kansas Association for Health, Physical Education, Recreation, and Dance to be held at the time and place designated by a vote of the Council at the spring council meeting. (2/10)
Section 2:
During the annual KAHPERD convention, each section shall elect an individual to serve as Chairperson-elect of that section for the following year.  Each of these Chairpersons-elect shall serve for one year as Chair-elect and one year as Chair, unless otherwise specified by the Council.  The sections are as follows:

Adapted

Future Professional (Student member; elected by the student                    membership)
Dance

Elementary Physical Education

Middle School Physical Education

High School Physical Education

Higher Education

Health

Recreation

At the discretion of the Executive Committee, a General/Special section may be added to the existing special sections.
Section 3:
The nominating chair shall prepare a slate of at least two (2) nominees for each section and encourage nominations from the floor. All nominees shall have given prior consent to be nominated.

Section 4:
There will be a minimum of three (3) sessions for each section at the discretion of the Past President/Program Coordinator.  Additional sessions may be approved.  One additional joint session is allowed if a section elects such an option.  A general/special section to be directed by the Executive Committee may be added to the existing nine sections presented at the state convention.

Section 5:
Nomination for section Chair-Elects will be made prior to convention. Nominees will be introduced at the 1st session and the general session. The vote for Chair-Elects will take place at the KAHPERD booth.

Section 6:
A preliminary convention report from the convention manager is due at the 

Winter Executive Committee meeting following the convention with a final

account due no later than February 15th. 

Article VIII – Awards

Section 1:
As specified in the Constitution, the Association may honor individuals for meritorious service in the field of health, physical education, recreation and dance.  The awards currently given by KAHPERD are:

1.  The Wayne Osness Honor Award

2.  The Vicki Worrell Service Award

3.  The Young Professional Award

4.  The President’s Award

5.  The Administrator of the Year Award

6.  The Graduate Student Major of the Award

7.  The Student KAHPERD Membership Award

8.  The Undergraduate Student Major of the Year Award

9.  Other awards, such as those jointly sponsored by professional affiliations such as NASPE, NDA, COPEC, AAHE, APAC, etc.

Section 2:
The registration fees for the upcoming convention shall be presented by the convention manager to Executive Council for approval at the summer Executive Council. (9/10)

Section 3:
The Wayne Osness Honor Award, the Vicki Worrell Service Award, Young Professional Award and Other Award recipients shall be selected by a committee of three (3) members, each of whom has been the recipient of a KAHPERD Award.  This committee shall be referred to as the Awards Committee. Members serve a three-year term.  The chair of the Awards Committee is appointed by the President and is also a member of the Central District AHPERD Awards Committee. The Awards Committee shall select candidates for AAHPERD professional recognition in accordance with national guidelines.

The President’s Award is an award given to someone selected by the current President of KAHPERD in conjunction with the Executive Committee. All recipients of awards shall be selected according to the criteria listed in Article VIII, Section 3.  It shall be the duty of the Awards Committee to receive nominations for the Wayne Osness Honor Award, the Vicki Worrell Service Award, the Young Professional Award, and Other Awards, to handle all investigations, to accumulate necessary information regarding the nominee and to screen and recommend award recipients. The Executive Committee is notified of the Awards Committee nominations.
Section 4:
Award Criteria

The Wayne Osness Honor Award

The Wayne Osness Honor Award is the most prestigious award given by KAHPERD.  It is given only after years of service in one or more of the four allied professions of health, physical education, recreation, and dance.  Criteria for the recipients of this award are:

1.  Must have been a member of KAHPERD for a minimum of ten (10) years

2.  Must have shown leadership in one or more professional areas

3.  Must have made a significant contribution to the profession.  

4.  Contributions should have been rendered:

a.
Through the Association and be in the nature of a plus service, 
b.
Through distinctive leadership, or 

c.
By outstanding service as a teacher or administrator, or

d. 
By meritorious service to the profession through the allied field of education

5.  Must be recommended by peers and/or students, administrators, or community groups  

6.  Recommendations must be supported with tangible evidence of outstanding performance by three (3) recommendations

7.  The Awards Committee shall screen all nominees and select the Honor Award Recipient.
The Vicki Worrell Service Award

1.  Must have been active in the profession a minimum of five (5) years

2.  Must have shown outstanding leadership and/or teaching in innovative programs with children, youth, special groups, community service, and/or innovative projects

3.  Must be recommended by peers and/or students, administrators, or community groups.  

4.  Recommendations must be supported with tangible evidence of outstanding performance by three (3) recommendations

5. The Awards Committee shall screen all nominees and select the Service Award Recipient.
Young Professional Award

1.  A special award presented to an outstanding young professional member of KAHPERD who has shown exemplary leadership ability in one of the four (4) fields of health, physical education, recreation or dance

2.  Shall be given to a member with five (5) or fewer years of service to the profession

3.  Candidates shall be considered for this award based on recommendations from administrators and/or colleagues, and must be supported by tangible evidence of outstanding performance by three (3) recommendations

4.  The Awards Committee shall do screening of candidates and select the Young Professional Award Recipient.
The President’s Award

The President’s Award is an award made by the President of KAHPERD to an individual, an organization or an institution in Kansas who has made an outstanding contribution in one of the areas of the HPERD professions but who/which is not a member of the Association. The award is made at the discretion of the President in conjunction with the Executive Committee.  It is suggested that the award might be given to someone in government, education, administration, research, writing, community leadership, business, or almost any Kansan, organization, or institution that has made a significant contribution to society in improving the quality of life in Kansas in one of the areas of health, physical education, recreation and dance.

The Administrator of the Year Award

1.  The Administrator of the Year Award is presented to an administrator who has given significant support to health, physical education, recreation and/or dance.

2.  A member of KAHPERD must recommend candidates for this award.
The Student KAHPERD Membership Award

1.  The Student Membership Award shall be awarded to the college or university in the state which has the largest number of students enrolled as KAHPERD members.

2.  The time frame (deadline for membership) for determining this award shall be October 15th of any given year.

The Undergraduate Student Major of the Year Awards

1.  The recipients of the Student Major of the Year Awards are determined by each of the participating colleges and universities in the state.
2.  Each institution may grant two (2) Major of the Year Awards. One award will be designated to a student in a “teaching” tract and a second in a “non-teaching tract. (9/10)

3.  Each institution determines the criteria to be used for its selection of candidates

4.  The department chairs of each institution are responsible for notifying the Chair of the Awards Committee of their recipient(s) by July 1.
The Graduate Student Major of the Year Awards

1. Each institution may nominate two students for the outstanding graduate major of the year award.  One candidate in the area of teaching and one in the area of research. 
2. The awards committee will review all candidates and choose a final recipient in each of the two areas.  

The Awards Committee in accordance with the criteria established by the sponsoring organizations shall select the recipients of “Other” category awards.

Article IX – Changes in Bylaws

Any member of the Association may propose changes in these Bylaws.  The proposed amendment(s) must be presented to the chairperson of the Structure and Function Committee who will give the committee recommendation(s) to the Council through the President.  The Council shall be authorized to change the Bylaws by a simple majority vote of the Council members present and the item(s) must be printed on the meeting agenda.

Article X – Parliamentarian

The President shall be authorized to appoint a parliamentarian who shall follow Robert’ s Rules of Order and/or Knowledge Based Governance.  

Appendices

Fraudulent or Dishonest Conduct and Whistleblower Policy Statement

Conflict of Interest Policy

Record Retention and Destruction Policy

Executive Director Contract
Legislative Advocate Contract

Kansas AHPERD Record Retention and Destruction Policy Destruction Code:  
R = Recycle, S = Shred, S/R = Shred or recycle as appropriate
	Description of Record(s)
	Location
	Retention
	Code

	Administrative Records-
	
	
	

	Articles of Incorporation
	
	Permanent
	

	Amendment, Bylaws, Constitution
	
	Permanent
	

	Board Agendas and minutes/Attendance
	
	Permanent
	

	Business Correspondence
	
	3 years
	S/R

	Agenda and minutes
	
	3 years
	S/R

	Contracts
	
	7 years after expiration of contract
	S/R

	Correspondence-Legal and important matters
	
	Permanent
	

	Handbook  Procedures
	
	Most recent and immediately prior SOP
	S/R

	Equipment manuals/documentation
	
	Permanent for life of equipment
	R

	Insurance Policies
	
	Permanent
	

	Insurance documents/Accident Reports
	
	Open Claims-Permanent.   Settled claims-7 years after  settlement
	S/R

	Financial Records-
	
	
	

	Accounts receivable and payable ledgers
	
	7 years
	R

	Accounts Receivable Invoices
	
	7 years
	R

	Annual Audit Reports of CPA’s
	
	Permanent
	

	Annual Incorporation Report to State
	
	Permanent
	

	Annual Budget
	
	7 years
	R

	Bank Statements, cancelled checks
	
	7 years
	S

	Deposit slips
	
	7 years
	R

	Investment Statements
	
	7 years
	S/R

	Invoices from vendors/staff/volunteers
	
	7 years
	R

	IRS Forms 1099 and 1096
	
	7 years
	S

	IRS Form W-9 for vendors
	
	7 years beyond final transaction
	S

	IRS Tax Returns-Form 990, 990T, and 5500 and supporting worksheets
	Note 1
	Permanent
	

	IRS Tax Return-Form 990/990T Public Copy
	Note 1
	3 most recent years
	S

	IRS Determination Letter/Group Letter
	Note 1
	Permanent
	

	IRS Tax-exemption application Form 1123
	Note 1
	Permanent
	

	Membership/Subscriber applications
	
	7 years
	S

	Payroll records-W-2’s, Quarterly Reports
	
	7 years-or longer if subject to retirement plan
	S

	Payroll supporting documentation
	
	7 years
	S


	Description of Record(s)
	Location
	Retention
	Code

	Year-end cumulative General Ledger
	
	Permanent
	

	Year-end Trial Balance and Chart of Accounts
	
	Permanent
	

	Grant/Award Records: Treasurer
	
	
	

	Grant/Award applications-unfunded
	
	3 years
	S/R

	Grant/Award applications-funded
	
	7 years beyond final report
	S/R

	Grant/Award recipient information
	
	Permanent-on IRS Form 990
	

	Selection Committee records-including criteria
	
	3 years
	S/R

	Meetings Records-
	
	
	

	Attendee registration forms
	
	7 years
	S/R

	Speaker agreements 
	
	7 years after expiration of agreement
	S/R

	Also see Contracts under Administrative Records
	
	
	

	Personnel Records: Before employment-
	
	
	

	Unsolicited and solicited applications
	
	1 year
	S

	Unsolicited and solicited resumes
	
	1 year
	R

	Job advertisements
	
	1 year
	R

	Job advertisements
	
	1 year
	R

	
	
	
	

	Personnel Records: After employment-
	
	Retention may be longer if subject to a retirement plan
	

	Applications
	
	7 years after termination
	S

	Resumes, position descriptions
	
	7 years after termination
	R

	Employment Contracts
	
	7 years after termination
	S

	INS I-9 Forms
	
	Longer of 3 years from date of hire or 1 year after termination
	S

	Withholding forms, ACH authorizations
	
	7 years after termination
	S

	Network Backup of Records-
	
	
	

	Server Systems/Data files/Email files
	Off-site
	Monthly rotation
	

	Server Systems/Data files/Email files
	On-Site
	Month-end with annual rotation
	

	Description of Record(s)
	Location
	Retention
	Code

	Local Hard Drives
	On-Site
	See Note below
	

	Systems Software License Numbers
	Off and on-site
	Permanent for current version of software
	


* If litigation is pending, threatened, or possible, DO NOT destroy any record or file until permission is granted by Legal Counsel.  Records subject to Federal Government Contract/Grant audits must be retained for the longer of:  7 years after filing of final indirect cost audits/close outs, or until all audit findings are fully resolved and negotiated.
The KAHPERD Executive Director is responsible for monitoring compliance with the Record Retention and Destruction Policy to ensure that records are consistently and periodically purged and that the records retained are appropriate under this policy.

Records kept in electronic format should be archived in accordance with this policy.  Note that electronic records are not destroyed until the hard drive is destroyed.  Print a hard copy of documents listed under this policy.  
The KAHPERD Executive Director is responsible for authorizing the disposal of records.  When authorized, shred records containing sensitive and/or confidential information and dispose of shredded material properly.
The KAHPERD Executive Director should sign and maintain, in their departmental files, a list of the records destroyed.
Notes:

1 Records for organizations that are included under the Group Exemption are maintained at AAHPERD Headquarters.

2 Access to HIPAA records restricted to designated HIPAA authorized privacy officers only.

3 The electronic editor, treasurer and Executive Director will maintain backup records and software license numbers.
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Fraudulent or Dishonest Conduct and Whistleblower Policy Statement for Kansas Association for Health, Physical Education, Recreation and Dance.

The Kansas Association for Health, Physical Education, Recreation and Dance (KAHPERD) maintains a high standard for the ethical conduct of its personnel and seeks to conduct its business activities with utmost propriety.  Therefore, it is important to have a clear policy statement on fraud to protect the assets, interests and reputation of KAHPERD.

KAHPERD is required to identify and promptly investigate all instances and allegations of fraudulent activities regarding its funds, documents, and equipment that involve staff members, vendors, or other parties.  Good business practice dictates that suspected embezzlement, misappropriation or other fiscal irregularities be promptly identified and investigated.

Fraud in any form will not be tolerated.  This policy applies to all employees, officers and council members and will be enforced without regard to past performance, position held, or length of service.

All persons found to have committed fraud relevant to KAHPERD financial affairs shall be subject to punitive action by KAHPERD and investigation by law enforcement agencies when warranted. 

Definition and Scope of Fraud – Fraud generally involves a willful or deliberate act with the intention of obtaining unauthorized benefit, such as money or property, by deception or unethical means.

All fraudulent acts are included under this policy and include such things as:

· Embezzlement, misappropriation or other financial irregularities

· Forgery or alteration of documents

· Improprieties in the handling or reporting of money or financial transactions.

· Misappropriation of funds, supplies, inventory or any other asset (including furniture, fixtures, or equipment)

· Unauthorized alteration or manipulation of computer files

· Pursuit of a benefit or advantage in violation of KAHPERD’s conflict of interest policy

· Authorizing or receiving compensation for goods not received or services not performed

· Authorizing or receiving compensation for hours not worked

· Disclosures in documents filed by KAHPERD with governmental agencies or other public disclosures made by KAHPERD that may not be complete or accurate

Responsibilities

KAHPERD has instituted certain internal controls intended to safeguard its assets against fraudulent acts.  All levels of management should be familiar with the risks and exposures inherent in their areas of responsibility and be alert for any indications of improper activities, misappropriation, or dishonest activity.

It is everyone’s responsibility to report any possible fraudulent activity (i.e. a whistleblower).  We recognize that employees come forward on a confidential basis.  We want to make it clear that they can do so without reprisal.

Procedures
Process for Disclosure

All relevant information regarding evidenced financial misconduct should be reported to the Executive Director (ED) in writing within 60 days of the day on which he/she knew or reasonably should have known of the misconduct. 

With the Executive Committee, the ED shall consider the disclosure and take whatever action he/she determines to be appropriate under the law and circumstances of disclosure.

In case of disclosure of misconduct involving the ED, the disclosure shall be directed to the KAHPERD President. In consultation with KAHPERD Executive Committee and legal counsel, the President or designee shall consider the disclosure and take whatever action he/she determines to be appropriated under the law and circumstances of the disclosure.

Reasonable care should be taken in dealing with suspected misconduct to avoid:

· Baseless allegations

· Premature notice to persons suspected of misconduct and /or disclosure of suspected misconduct to those not involved with the investigation

· Violations of a person’s rights under the law

Accordingly any KAHPERD Board Member faced with suspected misconduct:

· Should not contact the person suspected to further investigate the matter or demand restitution

· Should not discuss the case with anyone other than the ED, the President of KAHPERD or a duly authorized law enforcement officer.

· Should direct all inquiries from the attorney retained by the suspected individual to KAHPERD’s appointed attorney

Whistleblower Protection

KAHPERD will protect whistleblowers against retaliation.  It cannot guarantee confidentiality, however, and there is no such thing as an “unofficial” or “off the record” report.  KAHPERD will use its best efforts to keep the whistleblower’s identity confidential, unless:

1. the person agrees to be identified

2. identification is necessary to allow KAHPERD or law enforcement officials to investigate or respond effectively to the report

3. identification is required by law

4. the person accused is entitled to the information as a matter or legal right in disciplinary proceedings

KAHPERD employees may not retaliate against a whistleblower with the intent or effect of adversely affecting the terms or conditions of employment (including but not limited to, threats of physical hare, loss of job, punitive work assignments, or impact on salary).

Complaints of Retaliation as a Result of Disclosure

If a person making a complaint believes that he or she has been retaliated against in the form of an adverse personnel action for disclosing information regarding misconduct under this policy, he/she may file a written complaint with the ED or KAHPERD President within 30 calendar days from the effective date of the adverse personnel action requesting an appropriate remedy.

The complaint should include:

1. the specific type(s) of adverse personnel action

2. the specific date(s) on which adverse personnel action(s) were taken

3. a clear and concise statement of the facts that form the basis for complaint

4. a clear and concise statement of the complainant’s explanation of how her /his previous disclosure of misconduct is related to the adverse personnel action 

5. a statement of the remedy sought be the complainant

Within 60 calendar days of receipt of the complaint, the ED in consultation with the Executive Committee and legal counsel, shall consider the complaint, shall conduct an investigation, which, in his/her judgment, is consistent with the circumstances and disclosure, and shall provide the complainant with a determination regarding the complaint.

A proven complaint of retaliation shall result in proper remedy for all persons harmed and the initiation of disciplinary action, up to and including dismissal, against the retaliation person.  

Conflict of Interest Policy

Article I

Purpose

The purpose of the conflict of interest policy is to protect KAHPERD’s interest when it is contemplating entering into a transaction or arrangement that might benefit the private interest of an officer or director of KAHPERD.  This policy is intended to supplement but not replace any applicable state laws governing conflict of interest applicable to nonprofit and charitable corporations.

Article II

Definitions

1. Interested Person

Any director, principal officer, or member of a committee with board delegated powers, who has a direct or indirect financial interest, as defined below, is an interested person.

2. Financial Interest

A person has a financial interest if the person has, directly or indirectly, through business, investment or family:

a. an ownership or investment interest in any entity with which KAHPERD has a transaction or arrangement, or

b. a compensation arrangement with KAHPERD or with any entity or individual with which KAHPERD has a transaction or arrangement, or

c. a potential ownership or investment interest in, or compensation arrangement with, any entity or individual with which KAHPERD is negotiating a transaction or arrangement.

Compensation includes direct and indirect remuneration as well as gifts or favors that are substantial in nature.

Article III

Procedures

1. Duty to Disclose

In connection with any actual or possible conflict of interest, an interested person must disclose the existence and nature of his or her financial interest to the directors and members of committees with board delegated powers considering the proposed transaction or arrangement.

2. Determining Whether a Conflict of Interest Exists

After disclosure of the financial interest, the interested person shall leave the board or committee meeting while the financial interest is discussed and voted upon.  The remaining board or committee members shall decide if a conflict of interest exists.

3. Procedures for Addressing the Conflict of Interest

a. The President of KAHPERD, shall, if appropriate, appoint a disinterested person or committee to investigate alternatives to the proposed transaction or arrangement.

b. After exercising due diligence, the Executive Committee shall determine whether KAHPERD can obtain a more advantageous transition or arrangement with reasonable efforts from a person or entity that would not give rise to a conflict of interest.

c. If a more advantageous transaction or arrangement is not reasonably attainable under circumstances that would not give rise to a conflict of interest, the Executive Committee shall determine by a majority vote of the disinterested directors whether the transaction or arrangement is in KAHPERD’s best interest and for  its own benefit and whether the transaction is fair and reasonable to KAHPERD  and shall make its decision as to whether it enter into the transaction or arrangement in conformity with such determination.

4. Violations of the Conflict of Interest Policy

a. If the Executive Committee has reasonable cause to believe that a member has failed to disclose actual or possible conflict of interest. It shall inform the member of the basis for such belief and afford the member an opportunity to explain the alleged failure to disclose.

b. If, after hearing the response of the member and making such further investigation as may be warranted in the circumstances, the Executive Committee determines that the member has in fact failed to disclose an actual or possible conflict of interest, it shall take appropriate disciplinary and corrective action. 

Article IV

Records of Proceedings

The minutes of the board and all committees with board delegated powers shall contain:

a.  the names of the persons who disclosed or otherwise were found to have a financial interest in connection with an actual or possible conflict of interest, the nature of the financial interest, any action taken to determine whether a conflict of interest was present, and the Executive Committee’s decision as to whether a conflict of interest in fact existed.

b. The names of the persons who were present for discussions and votes relating to the transaction or arrangement, the content of the discussion, including any alternatives to the proposed transaction or arrangement, and a record of any votes taken in connection therewith.

Article V

Compensation of Committees

A voting member of any committee whose jurisdiction includes compensation matters and who receives compensation from KAHPERD for services is precluded from voting on matters pertaining to that member’s compensation.

Article VI

Annual Statements

Each director, principal officer and member of the Executive Committee with board delegated powers shall annually sign a statement which affirms that such person:

a. has received a copy of the conflict of interest policy

b. has read and understands the policy

c. has agreed to comply with the policy

d. understands that KAHPERD is a non-profit organization and that is order to maintain its federal tax exemption it must engage primarily in activities which accomplish one or more of its tax-exempt purposes.

Article VII

Periodic Reviews

To ensure that KAHPERD operates in a manner consistent with its exempt purposes and that is does not engage in activities that could jeopardize its status as an organizations exempt form federal income tax, periodic review shall be conducted.  The periodic reviews shall determine whether compensation arrangements and benefits are reasonable and a result of arm’s-length bargaining.

Article VIII

Use of Outside Experts

In conduction the periodic reviews provided for an Article VII, KAHPERD may, but need not, use outside advisors.  If outside experts are used their use shall not relieve the Executive Committee of its responsibility for ensuring that periodic reviews are conducted.

EMPLOYMENT AGREEMENT

FOR KAHPERD EXECUTIVE DIRECTOR

This Agreement, made this (date), by and between the Kansas Association of the American Alliance for Health, Physical Education, Recreation and Dance (KAHPERD), Employer and (name), Employee.

WITNESS: Whereas the Employer and Employee desire to enter into an Employment Agreement to fully recognize the contributions of the Employee to the Employer and to assure continuous harmonious performance of the affairs of the Employer, NOW, THEREFORE, in consideration of the premises, and the mutual covenants and agreements contained herein, the parties mutually covenant and agree as follows:

1. EMPLOYMENT:  Employer hereby hires the Employee as “Executive Director of the Kansas Association of the American Alliance for Health, Physical Education, Recreation and Dance”.  Employee does hereby accept such employment upon the terms and conditions hereinafter set forth and agree to perform the duties required of her to the best of her ability.
2. OPERATING CODE:  Employer and Employee both represent that they have reviewed the Duties of the Executive Director that appear in the KAHPERD Handbook.    
3. TERM OF EMPLOYMENT:  The terms of this Agreement shall commence as of June 1, 2008 and shall continue until May 31, 2009.
a.  Employee’s contract may be terminated at any time that her performance is deemed unsatisfactory and the Executive Committee of KAHPERD shall annually review the performance of the Employee.  
b. Employee shall have the right to terminate this agreement with or without cause, upon giving the Employer, no less than 90 days’ written notice of such intention.
4. COMPENSATION: For all services rendered by the Employee under the Agreement, Employer shall pay the Employee an annual salary, which shall be paid in four equal installments payable on or before December 31, March 31, June 30 and September 30.  

a.   The annual salary for the year of 2008- 2009 shall be $10,000.  
b. Thereafter, compensation shall be in such sum as determined by the Executive Committee, provided that should the salary be set at less than $10,000.

c. Employee shall have the immediate right to terminate this agreement upon 15 days written notice to the Employer.
5.  EXPENSES:  The Employee is authorized to incur reasonable expenses incurred on behalf of the Employer including, but not limited to travel, postage, telephone expenses, seminars, entertainment and other expenses reasonably incurred in the pursuit of Employees duties under this Agreement.  The Executive Director shall be allowed an annual operating budget as determined by the Executive Committee of KAHPERD, with said expenses to be paid out of that budget.
6. EXTENT OF SERVICES: The Employee shall be obligated to devote at a minimum 10 hours per week of her business time, attention and energies to the business of KAHPERD.
7. POWER TO BIND EMPLOYER:  Employer’s authority to obligate KAHPERD on any contract or agreement of any kind, character or nature is limited to those contracts or obligations of which the company’s financial obligation does not exceed $500 and the Employee shall have no authority to borrow funds for the company or to pledge any of its assets for any purpose whatsoever.
8. MODIFICATIONS: No modification of this Agreement shall be valid unless such modification is in writing and signed by the Employee and Employer.
9. WAIVER:  No waiver of any provisions of this Agreement shall be valid unless in writing and signed by the person or party against whom charged.
10. APPLICABLE LAW: The Agreement shall be subject to and governed by the laws of the State of Kansas.
11. ASSIGNMENT: The Agreement shall be binding upon and inured to the benefit of the Employer and the Employee and their respective heirs, legal and personal representatives, successors and assigns, provided, however, that the Employee may not assign or delegate any of her obligations hereunder without first obtaining the written consent of the Employer.


(name), Employee



Date

_________________________________   ___________________

KAHPERD Employer


BY:  (President name)

         KAHPERD - President


BY ____________________________  Date _______________

EMPLOYMENT AGREEMENT

FOR KAHPERD LEGISLATIVE ADVOCATE

This Agreement, made this (date), by and between the Kansas Association of the American Alliance for Health, Physical Education, Recreation and Dance (KAHPERD), Employer and (name), Employee.

WITNESS: Whereas the Employer and Employee desire to enter into an Employment Agreement to fully recognize the contributions of the Employee to the Employer and to assure continuous harmonious performance of the affairs of the Employer, NOW, THEREFORE, in consideration of the premises, and the mutual covenants and agreements contained herein, the parties mutually covenant and agree as follows:

1. EMPLOYMENT:  Employer hereby hires the Employee as “Legislative Advocate of the Kansas Association of the American Alliance for Health, Physical Education, Recreation and Dance”.  Employee does hereby accept such employment upon the terms and conditions hereinafter set forth and agree to perform the duties required of her to the best of her ability.
2. OPERATING CODE:  Employer and Employee both represent that they have reviewed the Duties of the Legislative Advocate that appear in the KAHPERD Handbook.     

   
3. TERM OF EMPLOYMENT:  The terms of this Agreement shall commence as of October 15, 2008 and shall continue until May 31, 2009.Employee’s contract may be terminated at any time that her performance is deemed unsatisfactory. Employee shall also have the right to terminate this agreement with or without cause, upon giving the Employer, no less than 90 days’ written notice of such intention. The Executive Committee of KAHPERD shall annually review the performance of the Employee.
4. COMPENSATION: For all services rendered by the Employee under the Agreement, Employer shall pay the Employee an annual salary, which shall be two equal installments payable on or before January 31 and May 31. The annual salary for the year of 2008- 2009 shall be $2,000.  Thereafter, compensation shall be in such sum as determined by the Executive Committee, provided that should the salary be set at less than $2,000, Employee shall have the immediate right to terminate this agreement upon 15 days written notice to  the Employer.
5.  EXTENT OF SERVICES: The Employee shall be obligated to devote at a minimum 4 hours per week of her business time, attention and energies to the business of KAHPERD. 
6. MODIFICATIONS: No modification of this Agreement shall be valid unless such modification is in writing and signed by the Employee and Employer.
7. WAIVER:  No waiver of any provisions of this Agreement shall be valid unless in writing and signed by the person or party against whom charged.
8. APPLICABLE LAW: The Agreement shall be subject to and governed by the laws of the State of Kansas.
9. ASSIGNMENT: The Agreement shall be binding upon and inured to the benefit of the Employer and the Employee and their respective heirs, legal and personal representatives, successors and assigns, provided, however, that the Employee may not assign or delegate any of her obligations hereunder without first obtaining the written consent of the Employer.


(name), KAHPERD Employee

         

         
 ____________________________  Date _______________


(name), KAHPERD President

         
 ____________________________  Date _______________


(name), KAHPERD Executive Director

____________________________  Date _______________
 











President Elect











Past President











Secretary











President











Treasurer








Journal + Electronic Editors











At-Large





*Model School�


*Nominating





*Section Chairs + Elects








*Convention Manager





*Structure + Function





*NASPE











*Retirees





*Historical


Necrology	








*Budgets





*Grants





*Research











*APAC





*Awards











*Membership





*Future Professionals Advisor











Executive Director








*ASP





*KSDE





*Advocacy











*AHA Liaison





*Joint Projects











*Legislative Liaison





*Legislative Advocate





*AHA Liaison


*Legislative Liaison


*Legislative Advocate


*Joint Projects





*Membership





*Advisor


For 


Council of


Future


Professionals





*Model School





*Nominating





*Section Chairs and Elects





*Retirees





*Historical


Necrology





*APAC





*Awards





*Budgets





*Grants





*Research





*Convention


Manager





*Structure and Function





*NASPE





Journal Editor


Electronic


Journal


Editor





Secretary





Past


President





President


Elect





At-Large





Treasurer





*ASP


*KSDE


*Advocacy








KAHPERD Handbook

Page 1

