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 Officer/Area Chair Handbook

SECTION II

PART 11

POLICIES AND DUTIES FOR AREA CHAIRPERSON

CONGRATULATIONS

Congratulations on being selected Area Chairperson of the Georgia Engineering and Technology Education Association for your area. Your work and effort in this position will do much in improving Engineering and Technology Education in Georgia. Engineering and Technology Education students and your fellow teachers will be affected by your actions as chairperson of your area. The success of GETEA will depend upon the efforts put forth by area chairperson. Serve your professional organization with pride.

PURPOSES OF HANDBOOK

The purposes of this part of the handbook are:

1.
to provide a guide for new Area Chairpersons:

2.
to provide a method for passing on information concerning the area from year to year:

3.
to provide a permanent record of the area activities.

INTRODUCTION

The Georgia Engineering and Technology Education Association (GETEA) is the Georgia professional organization for Engineering and Technology Education teachers. The primary objectives of this organization as stated in the GETEA By Laws are:

1. To devise, define, and promote the professional ideas of engineering & technology education as general education.

2. To assist the teacher of engineering & technology education in making professional advancements by means of further education and the mutual exchange of ideas.

3. To educate the public concerning the necessity and importance of engineering & technology education and its relevance to the ever-growing technological society in which we live.

The association is governed by the Executive Committee composed of the officers of the association. (See By Laws section of the Handbook.) This Executive Committee is responsible for appointing committees to carry out the various functions of the association, acting on routine business, and presenting important business to the members of the association for action.

In order to better carry out the objectives of the association, Georgia is divided into twelve areas. An Area Chairperson is appointed to direct area activities. (See Area Map & Program Listings Section of the Handbook). The activities of GETEA area organization will determine the success of the association. Your position as Chairperson of an area is most vital to the association. Be proud and consider it an honor to serve your professional organization.

In order for GETEA to work harmoniously with other professional organization in Georgia and the Nation, the association is affiliated with ITEA and works closely with the Engineering and Technology Education Affiliate of the Georgia Association of Career and Technical Educators. 

GENERAL POLICIES

Be sure to read the general policies in Section I of this booklet as it deals with travel expenses. Also check for changes to the policies in Section III.

NOTEBOOK ORGANIZATION

This handbook is organized into various Sections:

Section I 
GETEA By Laws

Section II
Officers and Area Chairpersons Handbook

Section III 
Duties and Responsibilities (Monthly Breakdown)

Section IV
Officer and Area Chairperson Contact Information

Section V 
GETEA Calendar of Events

Section VI 
GETEA Strategic Plan

Section VII 
GETEA Action Item Lists

Section VIII
Executive Committee Meeting Agendas and Minutes

Section IX
Budget

Section X
Treasurers Reports

Section XI
Membership Reports 

Section XII
Monthly Presidential Updates

Section XIII
Legislative Information 

Section XIV 
Sustaining Member Information 

Section XV
Committee Assignments & Reports 

Section XVI 
Conference Information

Section XVII 
Awards Information

Section XVIII
Area Meeting Agendas and Minutes

Section XIX
Map of GETEA Areas and Engineering and Technology programs in the Area

Section XX
Miscellaneous 

Section XXI
Forms

A set of Individual Area minutes will be filed in Section XVIII of each Individual Area Handbook. The minutes from all the area meetings will be filed in Section XVIII of the Officers Handbooks. The minutes from all area meetings will stay in the booklet from year to year to serve as permanent record of the activities of each area. It shall be the responsibility of the area chairperson to see that this booklet is turned over to the President of GETEA before the upcoming Officer Training//Planning Session at which their term of office ends. The President will then turn the handbooks over to the new Area Chairpersons. (1991/rm)

CHANGES OF POLICIES AND DUTIES OF AREA CHAIRPERSONS

The responsibilities and duties of Area Chairpersons are subject to change by the President of GETEA through Executive Committee action. Changes will be made in writing and a copy of such changes must be filed in Section II of this Handbook.

CORRESPONDENCE

All correspondence to the area chairperson should be acted upon immediately and filed with the minutes of area meetings in Section XVIII of this booklet. Envelopes and a roll of stamps will be available to each area chairperson at the Officer Training/Planning Session, additional stamps and envelopes may be purchased as needed and receipts submitted at the Treasurer for reimbursement.

RESPONSIBILITIES AND DUTIES OF AREA CHAIRPERSONS

The Area Chairpersons along with the Officers of GETEA are installed at the annual meeting. Area Chairperson assumes his/her responsibilities as the leader of a particular area in June of each year at the Officer Training/Planning Session. It shall be the responsibility of each to see that all activities of his/her area are carried out in an efficient and professional manner. The following information is presented to assist in guiding the Area Chairperson during his/her term of office. (1991/rm)

All Area Chairpersons are responsible for keeping this Area Chairperson Handbook updated. The following items are found in the tabbed sections for reference purposes and shall be kept updated by the area chairperson as he/she receives changes from the President. (1991/rm)

1.
By Laws of GETEA

2.
Officer & Area Chairperson Handbook

3.
Contact Information

4.
Calendar of Events

5.
Directory of Engineering and Technology Education teachers

6.
Map which shows counties of each area

7.
Committee assignments as appointed by the President of GETEA

8.
Any other updates received from the President

The Chairperson shall become familiar with these items and keep members informed on such items. He/she should also become familiar with the names, position, and professional activities of all Engineering and Technology Education teachers in his/her area. (See the Engineering and Technology Education Program Listing in the Section XIX.) (1991/rm)

MAJOR IMPORTANT DATES (1991 /rm)

A list of important dates for GETEA is developed yearly to serve as a guide to all members. (See Calendar of Event in Section V) The Area Chairperson shall become familiar with these dates and take such action as necessary at the proper time.

Several major activities of GETEA take place yearly at approximately the same time each year. Listed below are some of the major activities with brief descriptions concerning each:

ANNUAL MEETING

The annual business meeting of GETEA is held in conjunction with the Annual Conference in October. The annual business meeting will continue to be held in conjunction with the GETEA Annual Conference until such time as the Executive Committee deems it necessary to change to another time. All Officers and Area Chairpersons should be present for this meeting.

GEORGIA TECHNOLOGY STUDENT ASSOCIATION

Although GA TSA is an independent association, not affiliated with GETEA, its activities are important to GETEA. Three yearly meetings are held by GA TSA, CORE Leadership Training, the Fall Leadership Conference, (usually held in at Fall) and the Annual Convention, (usually held in the Spring). Local technology student associations interested in affiliating should contact the GA TSA director, the Chairman of the GA TSA Advisory Council, or the State Engineering and Technology Director at the Department of Education for information on the Georgia Technology Student Association.

OFFICER TRAINING/PLANNING SESSION 

A planning meeting for Officers and Area Chairpersons will be held each year at the end of May or beginning of June. This meeting is designed to plan activities for the year and orient all Officers and Chairpersons to their new duties and responsibilities. The time, location, and dates of this meeting will be determined by the President prior to the Spring election of officers so details can be given to all officers and area Chairpersons. Every Officer and Chairperson must attend unless some emergency makes it impossible to do so. Meals, lodging, and travel expenses will be provided by the association for this meeting. Room reservations made and not used are still paid. Therefore, it is imperative that you notify the President if you will or will not be able to attend. 

ENGINEERING AND TECHNOLOGY EDUCATION TEACHER CONFERENCE

The first such conference was held in August at Georgia Southern College, in Statesboro. The conference has been held each year since. The location will vary from year to year. The date is set as a weekend during the month of October to be determined by the Executive Committees and host site. The major purpose of the conference is to provide time and opportunity for Engineering and Technology Education teachers to become updated on new techniques and exchange ideas. The location will be decided by the Executive Committee.  The Executive Committee likes to have conference locations chosen at least one year in advance. The site will be chosen from the submitted invitations from potential host sites. The location has rotated from colleges, to middle and high school, utilizing optimal locations in various parts of the state. 

AREA MEETINGS

Each area has individual meetings during the year. At least two meetings should be held during the year, one prior to the Annual Teachers Conference and Business Meeting and one between January and March of each year. Additional professional meetings may be held as often as practical. It is suggested that meetings be held in September, prior to the Fall Conference to solicit members and encourage participation at the Fall Conference. 

The Area Chairperson takes office at the Officer Training/Planning Session of each year, and is responsible for all area meetings for two years. (See sample area meeting topics on the following page)

SAMPLE ITEMS FOR AREA MEETINGS

Business Session and/or Professional Meetings

The procedures listed below are some suggested items that should be included in your meetings. Some of the items can run concurrently in the essence of saving time. Every item may not have to be included in each meeting.

Business Session:

Registration / Sign In

Welcome

Recognition:
Special guests or new people

Membership Drive

Old Business

New Business

Changes in GETEA Policy, etc.

Announcements

Adjournment

Professional Meeting:

Registration / Sign In

Welcome

Recognition:
Special Guests, Hosts, Guides, etc.

Preview of: Meeting, Field Trips, Speakers, etc.

Chief Activity or Program

Expression of Thanks, Gratitude

Adjournment

The Chairperson or Presiding Officer should not isolate him/herself with small segments or groups, but instead should circulate freely among all members and guests. A congenial and friendly atmosphere can be created by making each guest or member feel welcome and important.

Each area meeting should consist of a brief business meeting and a professional program of some type of professional programs for area meetings are planned at the planning meeting, while others are planned entirely on the local level. It is the duty of the chairperson to see that adequate plans are made and carried out for these meetings. It is recommended that the first area meeting be called shortly after school begins and prior to the GETEA Fall Conference (around September) for the purpose of organizing and collecting membership dues. Additional meetings may be called during the remainder of the school year. The next major meeting should be called after the membership drives should be completed.  At this time the business meeting should be brief with most emphasis being placed on the professional meeting. An area may have as many meetings as desired during the year.

Minutes of all meetings should be kept and filed in Section XVIII of this notebook and copies sent to the GETEA President, GETEA Secretary, GETEA Webmaster, and the State Director’s office. Every area meeting should be publicized in newspapers in order to improve the public image of Engineering and Technology Education. It is through good public relations that assistance will be given for improving our programs.

SECRETARY (Area)

It is the responsibility of the Area Chairperson to appoint or have elected an Area Secretary who will be responsible for keeping accurate minutes of each area meeting. The time, place, names of teachers attending, business transacted, and details on the professional program should be noted in the minutes. Special report forms are provided for this purpose. (See Area Minutes form in Forms in Section XXI.) It is the responsibility of the Area Chairperson to see that the minutes are filed as follows:

· 1 copy of the minutes filed in Section XVIII of this booklet.

· 1 copy of the minutes sent to the President of GETEA

· 1 copy of the minutes sent to the Secretary of GETEA

· 1 electronic copy of the minutes sent to the GETEA Webmaster for posting at www.GETEA.org

· 1 copy of the minutes to GETEA State Director.

· The Area Minutes form is available on the GETEA Forms disk. The Area Chairperson may delegate additional duties to the secretary.

MEMBERSHIP (Area)

The membership year of the GETEA is from September 1 to August 31 of the next year. Each area chairperson is responsible for securing membership from teachers in his/her area. He/she may elect to appoint an area member or elect to be responsible for membership him/herself. Materials such as membership forms, envelopes, etc., concerning membership will be furnished by the Vice President at the Officer Training/Planning Session. These materials will be given out at the Officer Training/Planning Session or mailed immediately after the meeting. It is our desire that all Engineering and Technology Education teachers become active members of the association. In addition to GETEA, Engineering and Technology Education teachers are encouraged to join ITEA and GACTE-ACTE. ITEA dues are to be mailed directly to ITEA. The state membership chairperson will provide information to area chairpersons concerning membership. All membership dues should be mailed directly to the GETEA Treasurer. (See Officer and Area Chairperson Contact Information in Section IV for the correct home mailing address for the association Treasurer or the GETEA Membership Form)

Area Chairpersons may get a status report on area membership by contacting the GETEA Treasurer at any time.

PUBLIC RELATIONS

The Area Chairperson shall either appoint a person or committee to be responsible for area public relations. Items that should be developed under this chairperson are: articles for the GETEA newsletter, local newspapers, information for radio, television, PTAs, and civic groups. Every opportunity to improve the relationship of Engineering and Technology Education teachers and faculty members, legislators, lay people, and industrial executives should be taken. Since news items on Engineering and Technology Education are helpful, news articles on area meetings should be sent to local newspapers. Invitations should be extended to lay people, industrialists, and legislators to visit various Engineering and Technology Education programs. Good public relations is more than just getting publicity in newspapers, on T.V. and radio, but this does a great deal toward improving relations with the community.

OTHER COMMITTEES APPOINTED BY AREA CHAIRPERSON

The area chairperson may appoint as many additional committees as necessary to carry out area activities. Purposes and guidelines should be developed for each such committee appointed.

STAMPS, STATIONARY, AND ENVELOPES

Each Area Chairperson will be provided with envelopes and a letterhead template for correspondence purposes. Such materials will be given out at either the June Officer Training/Planning Session or mailed immediately after the meeting. Area chairpersons may get reimbursed for monies spent for stamps, etc., provided that they request the reimbursement on an expense reimbursement form.(See  Forms in Section XXI)

CORRESPONDENCE WITH PRESIDENT

Each Area Chairperson should correspond with the President of the association as often as necessary.  A monthly communication should take place between the Area Chairperson and the President about the general activities of the area

MAILING NOTEBOOK TO PRESIDENT

As your term of office expires, it is the responsibility of the outgoing Area chairperson to mail this notebook to the President of the association by May 15 of that year so that it will be available for the new Chairperson.

ADDITIONAL INFORMATION

If you have questions concerning GETEA operation, you should contact either the President of GETEA, or the Engineering and Technology Education Program Specialist at the State Department of Education.
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