Society for Health And Physical Educators of South Dakota
Operating Code – Executive Director

Revised 10-2015; Updated 2018; 10/2019
A. Name

· The name of this position shall be Executive Director of the Society for Health and Physical Educators of South Dakota.

B. Hiring and Exit Plans

· A call for applicants or nominations shall be published in SHAPE SD publications and website prior to the beginning of the selection process.  A letter of interest and vita from interested applicants shall be submitted to the President by a date selected by the Executive Committee.

· The Executive Committee shall present at least one qualified candidate and preferably two to the Association Board.  The Association Board will select the Executive Director.  The appointment is effective until such time that the Executive Director resigns or is released.

· In case of a vacancy, the committee shall meet within two weeks and make a written recommendation for a person to fill the position as interim Executive Director during the search process.

· A vacancy may occur due to resignation, death, move from the state, or upon recall vote of two-thirds of the voting members of the Association Board during an Association Board meeting or by a mail/electronic ballot.

· The Executive Director Evaluation committee shall review and evaluate the performance of the Executive Director annually by the fall/winter Association Board meeting and make recommendations to the Association Board regarding further appointment. The committee will consist of five (5) members including the President, Past President (Chair), President-elect, Treasurer, along with one Association Board Representative.
· Qualifications:

· Shall be a current member of SHAPE SD and SHAPE America.

· Shall have been a member of SHAPE America and the state association for at least five consecutive years.
· It is recommended to have been a member of the state Association Board.

· It is recommended to have attended two of the last five state conventions.
C. Duties and Responsibilities

· General Responsibilities

· Act as the administrative officer of the Association and as a voting member of the Association Board.

· The function of the Executive Director shall be to provide leadership, continuity, and stability for the Association and all its operations.

· Attend conferences and meetings (if budget allows, fees related to attendance will be covered ex. registration, hotel, food, travel) including but not limited to the SAM Leadership Development Conference, the SHAPE SD Convention, and the SHAPE America Convention as a delegate to the Alliance Assembly, the SHAPE America Central District (&/or Regional) Convention as a delegate to the Representative Assembly, the Sally Scherrer Leadership Summit, SPEAK Out Day representative, the Fall/Winter Association Board Meeting, pre-convention board meeting, and the Spring Association Board Meeting.
· Serve as an ex-officio member of committees as deemed necessary by the Association Board or the President.

· Serve as one of the Association’s liaisons to the South Dakota Department of Education (DOE) under the direction of the Association Board or President.

· Propose to the Association Board such activities and projects as deemed pertinent to the purpose and functions of the Association.

· Serve as Parliamentarian at all Association Board meetings and General Assembly meetings, following the most recent version of Roberts’ Rules of Order.
· Act as the liaison to the membership services company regarding Association membership data, publication information, and convention registration.
· Professional Responsibilities
· Serve as a resource person to all Association Board members, standing committees, and ad hoc committees.

· Serve as Secretary of the Association.

· Represent the Association at state, district, and national levels as directed by the Association Board and/or President.
· Maintain current records of the Association, to include the following:

· Current Constitution/Bylaws

· Current operating codes

· Current and past membership lists (in collaboration with Treasurer) 
· Current committee members with dates of appointment and terms of service

· Annual reports of all committees

· Association Board minutes
· Provide the newly elected officers, prior to the post-convention Association Board meeting, a set of materials to assist in becoming oriented to the current Association affairs and personnel.  This set shall include:

· Up-to-date operating codes 
· Up-to-date Strategic plan (with Executive Board)

· Constitution and Bylaws

· Membership roster

· Maintain communication with the President, President-Elect& Past-President of the Association as follows:

· Forward copies of pertinent correspondence

· Keep informed of Association dates, deadlines, and items of business

· Submit items for meeting agendas
· Serve in an advisory capacity
· Facilitate the SHAPE SD Board Retreat at the Fall/Winter or Spring Meeting, when the board votes to hold such a retreat.
· Prepare and submit an annual progress report and expense sheet to the Executive Director Evaluation Committee two weeks prior to the fall/winter Association Board Meeting.
· Advocate for the promotion and support of quality physical education, health, and physical activity across the state and work with Advocacy as needed (see Advocacy Operating Code).Fiscal Responsibilities

· To oversee the efficient operation of the Association.

· Request authorization from the Executive Board before making any expenditures not covered by the budget.

· Annual Convention

· Act as Site Selection Coordinator
Convention Bid Package
(This section is also included in the Operating Code for the Convention Manager)
Suggested information needed from the convention site to determine if the site meets the needs of the convention.

· Minimum of 40 sleeping rooms 

· Meal accommodations for 100 - 125 people; cost, menu, space, amenities, dance area, etc.  Two meals (i.e. lunch/banquet; lunch/breakfast)

· Meeting room rental (try to negotiate $0 for room rental since we have meals & sleeping rooms)

· Cancellation Policy

· Comp room/s (usually suite)

· Minimums:


· 4 meeting rooms (2 large activity rooms; 2 lecture rooms)

· Large room for meal functions (seat 100 - 125 at round tables)
· Suite for welcome social (Executive Director’s room—usually complementary)
· Exhibit area to accommodate 10 exhibits with electrical outlets
· Registration area
· AV equipment -- projectors, video players, etc.
· Sound system for general session


· Bid procedure: All bids for the Convention would be received prior to the convention two years in advance.  The bids will be presented and voted on at the General Session.

NOTE:
(1) 
The annual SHAPE SD Convention is to be held annually (with preference to the fall, one of the last weeks in October or first few weeks in November) as determined by the state athletic championships (schedule between volleyball and football, published on SDHSAA website) unless otherwise voted on by members at large.
(2) 
SHAPE SD budgeted money may not be used to purchase alcoholic products.
· Serve as Convention Coordinator, including working closely with the Convention Manager.
· Solicit convention bids to be present two years in advance of the convention, i.e., 2024 bid proposals are presented at the 2022 convention.
· Notify bidders of accepted offer 
· Forward convention date and location to SHAPE SD Technology Coordinator.
· Develop convention budget with Past-President, Convention Manager, and Treasurer
· Develop speaker agreement 
· Sign convention and speaker agreement 
· Develop convention program proposal form, registration form, and flyer. (Suggestion: registration form developed by Registration Chair; flyer developed by convention flyer editor)
· Develop convention schedule to include presenters, program titles, room assignments, time schedules, and AV/equipment requests.  Forward schedule to Convention Manager and Past-President as updated. 
· Notify presenters of acceptance of their proposal, including date, time, and location of their session(s).
· Assist with development of the convention evaluation form.
· Work closely with the Past-President and Convention Manager on all aspects of the Convention.  Act as a resource to all involved.
· Act as Registration Chair (unless delegated).  Organize and/or assist with Registration.

a.  Process pre-registrations prior to convention.

1) Set up database for registration.

2) Process memberships as needed.

3) Mail receipts.

4) Communicate with attendees as needed (membership due, etc)

5) Organize checks according to registration category (i.e. Professional Convention Only, Professional Pre-convention & Convention, etc.)

6) Forward checks to Treasurer.

b.
Coordinate with the Convention Manager the process of stuffing registration packets prior to the pre-convention workshops

1) Registration packets should include: convention program book (electronic), local information, bag to hold packet materials, freebies (information from exhibitors, attendee gift, etc.)

c. Set up and coordinate on-site registration

d. Materials needed for on-site registration: Laptop, portable printer, name badges, registration packets, list of pre-registered attendees, cash box (coordinate with Treasurer for some cash-on-hand), general office supplies
· Assist Convention Manager as needed during convention (i.e. develop list of announcements, troubleshoot, etc.)
D.  Annual Evaluation Procedures
· The annual evaluation tool and process are included as Addendum B to the Executive Director operating code.
E. Amendment of Executive Director operating code

· This operating code may be amended or altered with the approval of the Association Board at any time, provided such alterations do not contravene the Constitution and By-laws of the Association.  The operating code shall be reviewed annually by the Executive Director and any recommended changes shall be put forth at the Fall/Winter Association Board Meeting.
F. Annual Salary

· A salary will be established at the time of contractual agreement and will be paid by the Treasurer on a biannual basis in June and December.
Addendum A

Executive Director Employment Agreement Template


This Agreement, made this _____(date)____________, by and between the South Dakota Association for Health, Physical Education, Recreation and Dance (SDAHPERD/SHAPE SD), 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 Society for Health And Physical Educators of South Dakota.”  Employee does hereby accept such employment upon the terms and conditions hereinafter set forth and agrees 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 “Operating Code for the Office of Executive Director: that being a portion of the bylaws of SHAPE SD, a copy of which is Attached Hereto, marked “Exhibit A” and incorporated herein by reference.

3. TERM OF EMPLOYMENT:  The Terms of this Agreement shall commence as of _____(date)____________ and shall continue until such time as the Executive Director resigns or is released .  The Employee’s contract may be terminated at any time that her performance is deemed unsatisfactory by the Executive Director Evaluation Committee or the Association Board.  The Executive Director Evaluation Committee shall annually review the performance of the Employee and make a recommendation to the Association Board; who at this time will vote to extend or terminate the contract.  The 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 two equal installments payable on or before June 30 and December 31.  The annual salary for the year of June 1, 20016 to May 31, 2017 shall be $2,500.  Thereafter, compensation shall be in such sum as determined by the Association Board.

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, and other expenses reasonably incurred in the pursuit of Employee duties under this Agreement.  The Executive Director shall be allowed an annual operating budget as determined by the Association Board of SHAPE SD, with said expenses to be paid out of that budget.

6. POWER TO BIND EMPLOYER:  Employer’s authority to obligate SHAPE SD on any contract or agreement of any kind, character or nature is limited to those contracts or obligations of which the association’s financial obligation does not exceed $500 and the Employee shall have no authority to borrow funds for the Association or to pledge any of its assets for any purpose whatsoever.

7. MODIFICATIONS:  No modification of this Agreement shall be valid unless such modification is in writing and signed by the Employee and Employer.

8. 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.

9. APPLICABLE LAW:  The Agreement shall be subject to and governed by the laws of the State of South Dakota.

10. 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.

_____________________________


__________________________

                 Employee                                                                    Date

SHAPE SD Employer

______________________________                        ____________________________

 SHAPE SD President                                                            Date

Addendum B

SHAPE SD 

Executive Director Performance Evaluation Instrument

· Purpose:

· To evaluate the Executive Director of SHAPE SD in a timely and pragmatic fashion and provide feedback to the Executive Director that will enable him/her to better lead the organization.  The ED Performance Evaluation will be taken directly from the Duties and Responsibilities and will be done annually by the ED Evaluation Committee.  This committee will consist of five (5) members including the President, Past President (Chair), President-elect, Treasurer, along with one Association Board Representatives. Establish a fair and equitable selection process for determining which, Representatives and/or State President or State ED will serve on the ED Performance Evaluation Committee. The President will make the appointments.

· Evaluation of Major Duties and Responsibilities:

Rating Scale:
N = No Basis for Judgment
5 = Outstanding

4 = Above average



3 = Average

2 = Fair

1 = Poor
0 = Unacceptable

1. Served as Convention Site Coordinator.


 FORMCHECKBOX 
  N
 FORMCHECKBOX 
  5
 FORMCHECKBOX 
  4
 FORMCHECKBOX 
  3
 FORMCHECKBOX 
  2
 FORMCHECKBOX 
  1
 FORMCHECKBOX 
  0

2. Served as general manager of SHAPE SD, subject to the authority, control, and direction of the Association Board and the President.


 FORMCHECKBOX 
  N
 FORMCHECKBOX 
  5
 FORMCHECKBOX 
  4
 FORMCHECKBOX 
  3
 FORMCHECKBOX 
  2
 FORMCHECKBOX 
  1
 FORMCHECKBOX 
  0

3. Served as Secretary of the Association.


 FORMCHECKBOX 
  N
 FORMCHECKBOX 
  5
 FORMCHECKBOX 
  4
 FORMCHECKBOX 
  3
 FORMCHECKBOX 
  2
 FORMCHECKBOX 
  1
 FORMCHECKBOX 
  0

4. Served as consultant to the President of SHAPE SD, and assisted and advised the Executive Board and other elected/appointed leaders in the discharge of their duties.


 FORMCHECKBOX 
  N
 FORMCHECKBOX 
  5
 FORMCHECKBOX 
  4
 FORMCHECKBOX 
  3
 FORMCHECKBOX 
  2
 FORMCHECKBOX 
  1
 FORMCHECKBOX 
  0

5. Served as communication link with elected/appointed leaders.


 FORMCHECKBOX 
  N
 FORMCHECKBOX 
  5
 FORMCHECKBOX 
  4
 FORMCHECKBOX 
  3
 FORMCHECKBOX 
  2
 FORMCHECKBOX 
  1
 FORMCHECKBOX 
  0

6. Proposed to the Association Board such activities and projects as are deemed pertinent to the purposes and functions of the Association.


 FORMCHECKBOX 
  N
 FORMCHECKBOX 
  5
 FORMCHECKBOX 
  4
 FORMCHECKBOX 
  3
 FORMCHECKBOX 
  2
 FORMCHECKBOX 
  1
 FORMCHECKBOX 
  0

7.
Promoted membership.


 FORMCHECKBOX 
  N
 FORMCHECKBOX 
  5
 FORMCHECKBOX 
  4
 FORMCHECKBOX 
  3
 FORMCHECKBOX 
  2
 FORMCHECKBOX 
  1
 FORMCHECKBOX 
  0

8.
Attended all meetings of the Association Board, Central District Leadership Development Conferences, district conventions, national conventions, SAM Leadership Development Conference, and other meetings as appropriate.


 FORMCHECKBOX 
  N
 FORMCHECKBOX 
  5
 FORMCHECKBOX 
  4
 FORMCHECKBOX 
  3
 FORMCHECKBOX 
  2
 FORMCHECKBOX 
  1
 FORMCHECKBOX 
  0

9.
Served as a member of the Association Board and performed other duties as requested by the Executive Committee.


 FORMCHECKBOX 
  N
 FORMCHECKBOX 
  5
 FORMCHECKBOX 
  4
 FORMCHECKBOX 
  3
 FORMCHECKBOX 
  2
 FORMCHECKBOX 
  1
 FORMCHECKBOX 
  0

10.
Prepared and submitted an annual progress report and expense sheet to the Executive Director Evaluation Committee two weeks prior to the winter Association Board meeting.


 FORMCHECKBOX 
  N
 FORMCHECKBOX 
  5
 FORMCHECKBOX 
  4
 FORMCHECKBOX 
  3
 FORMCHECKBOX 
  2
 FORMCHECKBOX 
  1
 FORMCHECKBOX 
  0



Written constructive comments:











SHAPE SD Approved 10/2019 

