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This is a working document to provide the Alaska Speech-Language 
Hearing Association with policies and procedures to facilitate the 
efficient operation of this Association .  This committee has made 
suggestions throughout this manual in red that the Executive Board 
may wish to consider.  This committee has made suggestions 
regarding subcommittees as well as adding a new Chair as a voting 
member of the Board.  Occasionally, By-Laws were found to be 
policies and procedures.  This document is submitted with the 
intention that the Executive Board will make edits, discuss the 
suggestions provided and return this document to the committee 
with all suggestions and recommendations for a final edit before 
being presented to the Board for a vote.  
Respectfully Submitted, 

Policy and Procedures Manual Ad Hoc Committee, 

Molly Thompson 
Laura Young-Campbell 
June 2012 
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Operating Procedures 
These Operating Procedures will serve as the standing rules of AKSHA. Their purpose is to 
define operational activities of the association. They may be amended or suspended at any 
meeting of the Executive Board by a majority vote. The general purpose and description of 
AKSHA are outlined in the bylaws of this Association.  
These procedures will supersede and update all prior actions established by this Board 
relative to like matters prior to 2012. 
 
RESPONSIBILITIES OF THE EXECUTIVE OFFICERS AND STANDING COMMITTEE 
CHAIRS 
1. The AKSHA Executive Board consists of the Officers of the Association: President, Past 
President, President‐Elect (depending on the election cycle), Treasurer, and Secretary as 
the elected members of the Board.  MUST ADD: Pres-Elect will also be known as the 
Vice-Pres of record per the State of Alaska’s requirements to maintain the 
Association’s standing /Articles of Incorporations as filed with the Department of 
Corporations.  
-Committee Chairs in Advocacy, Nominations, Membership, Special Interests (audiology 
and speech-language pathology) and Continuing Education are voting board members. 
-ASHA Advisory Councilors in Audiology and Speech-Language Pathology 
also sit as voting members of the Executive Board.  
This structure is outlined in the By‐Laws of the Association. 
2. All Executive Board members and   Committee Chairs will maintain the section of 
the Policy and Procedures Handbook pertaining to their area. It is the responsibility of 
these individuals to maintain electronic documentation, including correspondence, reports 
and other relevant information that should then be passed along to the individual who is 
next assuming that individual’s Board or Committee position. The Secretary  will ensure 
that the policies and timelines are distributed electronically. 
3. Members of the Board of Directors  Executive Board are expected to attend all official 
meetings either in person or by other means as appropriate. Official meetings include E-
board meetings, general business/membership meetings and assigned committee 
meetings.  
4. The cost of attending the meetings will be paid for, as described in the Travel Policy, for 
the Executive Board members.  
5. For efficiency and cost effectiveness, the majority of communication and correspondence 
among Board members shall occur electronically.  All e-mail correspondence should be cc’d 
to the AKSHA e-mail account: aksha907@gmail.com. 
6. Liability insurance shall be carried by AKSHA to indemnify the actions of individual 
Board members. 
 
BOARD MEETINGS 
Robert’s Rules of Order Newly Revised shall guide the conduct of the AKSHA Executive Board 
meetings. A schedule of executive board meetings will be announced in advance on the 
website, list serve and in each VOICE.  
 
Board Reports 
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All Officers, and Committee Chairs shall submit a written report to the secretary for each 
board meeting. Reports should be sent electronically to the at least two weeks prior to the 
Board meeting. The Secretary will provide these reports to board members electronically 
at least one week prior to the Board meeting. 
 
Board Action 
1. All action brought before the Board shall be recorded in the minutes. Resolutions shall 
reflect the year/month of action. 
2. Any action taken by the Board that affects the Operating Procedures will be included in 
the Policy & Procedure Manual. 
 
Minutes 
1. The minutes of the Board meetings shall include: those in attendance, date, time and 
location, discussion and information presented regarding each topic.  A report shall be 
given of all actions .taken. 
2. The Secretary  is responsible for taking the minutes of all official meetings of the 
Association to the Board within one month of the meeting date.  
3. The Board meeting minutes shall be posted on the AKSHA Website following approval. 
 
MAIL OR EMAIL VOTING 
1. Actions requiring a vote of the Executive Board occurring between meetings may be 
completed by US mail, e-mail, or other electronic means as approved by the Board.  As 
specified in the bylaws, a 50% quorum of the Board must vote. 
 
CONFERENCES/MEETINGS/WORKSHOPS 
1. All Board members attending the Association conference must pay registration. 
 2.  A social event and/or silent auction will be planned at the conference 
3. Conference programs shall be made available at least 8 weeks prior to the event. Notices 
shall be posted on the AKSHA Website. 
4. The AKSHA conference is a generating event.  Fees and associated costs will 
be kept reasonable, but must cover all costs. Refunds will be considered on an individual 
basis, if necessary. 
5. AKSHA Cancellation and Refund Policy. 
Cancellation and Refunds: 
a. All cancellations and refunds will be processed after the respective meeting. Full 
refunds (minus a $25 handling fee) will be made only if written cancellation request is 
received two weeks prior to the respective meeting. 
b. No refunds will be given after two weeks prior to the respective meeting. AKSHA is 
accountable for the number of attendees guaranteed to the hotel/social event at this 
time; therefore, we cannot grant requests for refunds after this time period. 
 
AKSHA BUSINESS MEETING 
1. A fiscal report shall be made to the members at each AKSHA Business Meeting. 
2. The minutes of the AKSHA Business Meeting shall be posted on the AKSHA Website upon 
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approval by the general membership. Question:  this means minutes are posted one year 
after the fact- maybe they should be posted as “drafted until approved” and with an email 
vote 60 days following the meeting so the entire membership has the opportunity to 
comment, question and vote.   
 
3. Minutes should be posted on the website or included in the pre-conference VOICE in 
advance of the meeting so all members have the opportunity to make 
corrections/clarification prior to voting at the meeting. 
 
ELECTIONS 
1. Officers of the Association are elected during the annual membership/business meeting. 
Nomination ballots will be made available eight weeks prior to the election and according 
to the time-line listed in the by-laws. 
Each voting member shall receive one (1) ballot by mail.   In the event there are open 
executive officer positions at the time of the annual business meeting, an election for 
that/those positions may be conducted if there is a nominee and a simple majority of the 
voting membership has approved the change in election policy for this specific purpose.   
2. In the event of a tie, a separate tie‐breaking ballot shall be prepared by the Committee on 
Nominations and submitted to the membership. The tie breaking vote may be conducted by 
e-mail. If a second tie occurs, then a separate tiebreaking 
ballot shall be prepared and voted on by the Officers of the Association.  
3. Individuals serving on the Executive Board during an election may not campaign for any 
nominee on the ballot. 
 
TIME AND PLACE 
1. The annual General Membership/Business Meeting will be conducted in conjunction 
with the annual AKSHA conference/convention or as determined by the President of the 
Association. 
2. Any member submitting a proposal for a spring meeting must provide evidence of 
cost‐effective meeting space and social venue choices. 
 
MEMBERSHIP BENEFITS 
1. Each member of AKSHA is eligible to participate in the AKSHA listserv, LinkedIn, 
Facebook and Twitter or any other means of Association communication.  
2. The AKSHA membership list shall include the name, address, phone number and email 
address of each member unless that member opts out.   
3. AKSHA shall maintain an e-mail list, listserv and social media for eligible members in 
order to reduce mailing costs, and to facilitate member communication. 
 
WEBSITE 
1. AKSHA shall maintain a Website. The Website shall serve to promote the mission of 
AKSHA, provide information about AKSHA, and be an interactive clearinghouse for member 
information. 
2. The President and the Advocacy Chair and Website Committee Chair** will share 
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responsibility for monitoring and reviewing the contents of the Website. The President has 
final authority over content .  
 
** the board may consider a separate voting Chair for  Communications  
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CHAIR and COMMITTEE APPOINTMENTS   see page on duties of pres 
1. The President‐Elect shall appoint the Chairs, SEAL, STAR and SMAC (typically 3 year 
terms) and will consult with committee chairs regarding members of Committees for the 
years in which he or she will serve as President. All appointments should be made at least 
one month prior to the time when an appointee will assume office. 
2. It is the intent of the Executive Board to foster new leaders and provide opportunities for 
members to serve in leadership positions within the Association. 
3. The terms of office for Committee Chairs and members shall be from January 1 – 
December 31 of the year in which the President who appointed them unless stated 
otherwise in the By-Laws. Chairpersons are recommended to a limit of two consecutive 
terms. However, chairs can be considered for future serve at a later date.  
 
FISCAL POLICY 
1. AKSHA shall maintain funds in an interest bearing checking account. With the approval 
of the Executive Board, some part of the funds may be invested in a short‐term certificate of 
deposit or other type of revenue‐generating account. There is a separate account for 
scholarship. 
2. Reimbursement shall be requested through the use of the Reimbursement Request Form, 
and shall be accompanied by itemized receipts. Requests for reimbursement must be 
submitted to the Treasurer within 60 days to receive payment. 
3. The President, President-elect or Past President (as determined by election cycle) and 
Treasurer shall be listed as signatories on the AKSHA Checking Account. 
4. The President, or their designee, shall sign all contracts for hotel meeting spaces and 
social venues. 
 
Form 990 Review Policy  
The AKSHA federal tax return is a public document. The return is considered an 
information return. It is filed with the Internal Revenue Service annually and discloses 
required IRS information. 
AKSHA will utilize an independent accountant to review and finalize the AKSHA’s tax 

returns. As part of this engagement, the President and Treasurer will review and approve 

the federal return. 

The federal tax return will be made available to the full Executive Board for review before 

the return is filed. Board approval is not required. 

Investment Policy 
The Alaska Speech Language Hearing Association relies on cash reserves to fund 
operations and, therefore, the Association seeks to keep sufficient funds in reserve to meet 
the approved operating budget for the current fiscal year and for projected operating 
budgets up to five (5) years thereafter. Other than limitations required in the Association’s 
bylaws, state of Alaska statutes, or by the IRS, such as those placed in the Scholarship Fund 
and other contributions which are dictated by donor intent, the Association’s investments 
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should be directed toward short-term (defined as three to five years in duration) 
investments to produce a consistent rate of return and minimize risk to principal. 
 
TRAVEL POLICY 
1. Fall conference transportation and up to two nights  hotel expenses for officers of the 
Association (President, President‐Elect,or Past President, Treasurer and Secretary) will be 
reimbursed if those members live more than 100 miles round trip of the conference venue.  
2. There is no food allowance.  
3. Expense vouchers are to be submitted to the Treasurer within 60 days.  
4. Expenses not covered by the travel policy must be pre‐approved by the President. 
 

Important Question:  There are different IRS rules on reimbursements and stipends.  We 

need to make sure to call them the appropriate name so we don’t have to give out 1099s 

and people have to add these $ to their reported taxable income.   I think reimbursement is 

the better term- Jaina do you know? 

 The following annual “budgeted items” expenses are allocated:  

President: 2500/year to attend both Council of State Association President Leadership 

meetings in May and November.  This is to be allocated for travel and hotel.  Any further 

expense incurred is the President’s responsibility. There is no per diem. The president is 

allowed to designate another board member to attend in his/her place. The treasurer must 

be notified in this event.  

Past-President or President-Elect: 1500/year to attend Council of State Association 

President Leadership meetings in May and November. This is for travel and hotel.  Any 

further expense incurred is the responsibility of the President-elect.  There is no per diem.  

The State Education Advocacy Leader (SEAL), State Advocates for Reimbursement 

(STAR), State Medicare Administrative Contractor (SMAC) are appointed with 

national responsibilities to the state. There is at least one face-face meeting per year 

for these representatives. This committee is recommending a stipend for each of 

these representatives of 1,000, 1500 or 2000 each.   

The State Education Advocacy Leader (SEAL) is allocated funds for when participating in 

the Alaska Governor’s Council throughout the state. Hotel and airfare are covered for 

meetings the SEAL is required to attend at no more than $1000 per meeting.  There is no 

per diem or food allowance.  The Advocacy Chair, President and Treasurer are to be 

notified by the SEAL of upcoming meetings as soon as scheduled in order to determine a 

budget for the year.  
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Following completion of such activities, said board members and SEAL have up to 60 days 

thereafter to submit a voucher itemizing expenses to the AKSHA treasurer for 

reimbursement. The treasurer will be responsible for final review of board members’ and 

SEAL’s reimbursement vouchers with receipts before payment. Reimbursement will be 

made within 30 days of the voucher being received.  

 
AKSHA Invited Speaker Travel Policy 
All reimbursement to invited conference speakers, who are non‐AKSHA members, is 
determined and approved by the AKSHA President. Reimbursements must fall within the 
set budget for the conference. All negotiations for reimbursement will be offered directly 
by or under direct supervision of the AKSHA President. The AKSHA President along with 
the continuing education Chair is authorized by the AKSHA Executive Board to offer 
contracts to invited speakers. Agreements must be completed and signed by the speaker 
and the president or continuing education chair no later than 3 months prior to the 
conference. A Copy of the agreement must be on file in order for the speaker to receive 
reimbursement. 
Variance from this policy is at the discretion of the AKSHA President with approval of the 
AKSHA Treasurer. The invited speaker may choose to donate his/her time and expenses in 
return for sponsorship to AKSHA. 
 
RULES FOR REIMBURSEMENT for SPEAKERS: 
Invited conference speakers may be paid an honorarium and expenses as determined by 
the 
AKSHA President and outlined in the Speaker Agreement. 
Expenses may include: 
1. Transportation 
Transportation expenses for invited speakers may be reimbursed for reasonable 
transportation costs to the AKSHA conference at which they are speaking. These expenses 
May include travel by air, train, or car (mileage to be reimbursed at the going government 
rate for travel). Each invited speaker is responsible for making his or her own travel 
arrangements. 
It is anticipated that the most economical travel arrangements will be made for the travel 
required. Transportation expenses covered may also include parking at the airport or train 
station, and/or taxi costs related to arriving at the conference location and airport/train 
station. 
See Speaker Agreement for further clarification. 
2. Hotel 
Hotel expenses may be reimbursed for invited speakers for speaking at the conference. 
Invited speakers may be reimbursed for three hotel nights (room and room tax). 
3. Registration 
Registration to the AKSHA fall/spring conferences is covered for invited speakers. This may 
include any additional lunches, the AKSHA social, etc. 
4. Food 
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The maximum food allowance per day is $50.00, which may be allocated among the three 
meals as the traveler wishes, provided a full day of travel is authorized. No more than two 
travel days total. 
In circumstances in which less than full day travel is allocated, and/or if certain meals are 
included as part of the conference being attended, specific meals will be reimbursed at the 
current IRS equivalents for food allowance: 
Reimbursement will not be made for meals that are provided as part of the conference 
being attended. 
5. Handouts 
The expense of handouts may be covered by submitting the handout to the continuing 
education chair 30 days prior to the conference date. 
Expense vouchers are to be submitted to the Treasurer within 60 days following the 
conference to receive reimbursements. Original receipts are required for all 
reimbursements being sought. 
All expenses that deviate from these guidelines must be pre‐approved by the Treasurer and 
President and included in the invited speaker’s agreement. Only reasonable expenses will 
be reimbursed. 
Discrimination  
The Association shall not discriminate on the basis of race, national origin, religion, age, 
gender, gender identification, sex, sexual orientation, or handicapping condition. All 
programs and activities of the Association shall be conducted in furtherance of this policy. 
 
Attendance Policy 
All members are invited to the meetings in order to attend or add bring an item to the 
board.  All meetings, with date, time and a point of contact, will be posted 1 week in 
advance on the AKSHA website, e-mail, list serve or Facebook.  
Officers and committee chairs are expected to attend all meetings of the board (four 

annually). Absences from (2) consecutive meetings in one year constitute grounds for 

removal.  

Removal from Office  
Any elected member of the Board of Directors / Executive  may be removed from office (1) 
by a simple majority of the votes cast from current voting members, or (2) if no longer a 

member in good standing of the Alaska Speech-Language Hearing Association. 

 
Confidentiality Policy 
The Alaska Speech-Language hearing Association employees, board members, independent 
contractors, and vendors may not disclose, divulge, or make accessible confidential 
information belonging to or obtained through their affiliation with the AKSHA, including 
relatives, friends, and business and professional associates, other than to persons who have 
been approved as set forth by the AKSHA executive board.  
 

Conflict of Interest Policy 
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Purpose 

The purpose of the conflict of interest policy is to prevent the personal interest of members 

of the officers of the Association and the executive board from interfering with the 

performance of their duties to the Association, or resulting in personal, financial, 

professional and/or political gain on the part of such persons at the expense of the 

Association or its members.  

Definitions 
Interested Persons.  An interested person is any employee, Officer of the Executive Board, 
or Executive Board member of the Association or family as outlined in section 3 below who 
has a financial interest in a transaction or arrangement involving the Association.  
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 the Association has a 

transaction or arrangement, or 

b. a compensation arrangement with the Association or with any entity or individual with 

which the Association has a transaction or arrangement, or 

c. a potential ownership or investment interest, greater than five percent, in, or 

compensation arrangement with, any entity or individual with which the Association is 

negotiating a transaction or arrangement. 

Family. “Family” includes an individual’s spouse, partner, parents, siblings, children, and 

corresponding in-law and step relationships.  

Entity. Entity shall mean any sole proprietorship, partnership, limited partnership, limited 

liability partnership, limited liability company, corporation, professional corporation, 

association, professional association, enterprise, franchise, trust, joint venture, business or 

other entity, whether non-profit or for profit.   

Compensation/Employment. Compensation includes direct and indirect remuneration as 

well as gifts or favors that are substantial in nature. 

Employees, Officers of the Association or  Executive Board members must disclose any 

employment relationship with an organization that does business with, or competes with 

the Association. This disclosure requirement includes serving as an advisor or consultant 

to any organization of that type, unless that activity is conducted as a representative of the 

Association. 
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Employees, Officers of the Association or Executive Board members and their immediate 

families may not accept gifts, except those of nominal value, or any special discounts or 

loans from any person or company doing or seeking to do business with the Association.  

A financial interest is not necessarily a conflict of interest. A person who has a financial 

interest will be determined to have a conflict of interest if the Association’s Executive 

Board or appropriate committee decides that a conflict of interest exists. 

This conflict of interest policy shall be reviewed with each new president during that board 

member's orientation meeting and shall be reviewed with the executive officers at the 

board annual board meeting each year.  A signed disclosure statement will be required 

from the entire Executive Board annually. 

Duty to Disclose. In connection with any actual or possible conflict of interest, an interested 

person must disclose the existence of his or her financial interest and all material facts to 

the Officers of the Association and Executive Board with delegated powers considering the 

proposed transaction or arrangement. 

All Association members and employees are prohibited from misusing inside information, 

prior to public disclosure, for their own benefit or for the benefit of members of their 

family or from disclosing that information to anyone who does not have a legitimate 

business need to know the information. 

Determining Whether a Conflict of Interest Exists. After disclosure of the financial interest 

and all material facts, and after any discussion with the interested person, the Executive 

officers will have the responsibility of determining whether a conflict exists. 

Procedures for Addressing Conflict of Interest: 
a. An interested person may make a presentation at the Executive Board meeting, but after 
such a presentation, he/she shall leave the meeting during the discussion of, and the vote 
on, the transaction or the arrangement that is the subject of the potential conflict of 
interest. 
b. The President of the Association, or their designee, shall, if appropriate, appoint a 
disinterested person or committee to investigate the alternatives to the proposed 
transaction or arrangement. 
c. After exercising due diligence, the board or committee shall determine whether the 
Association can obtain a more advantageous transaction or arrangement with reasonable 
efforts from a person or entity that would not give rise to a conflict of interest. 
d. If a more advantageous transaction or arrangement is not reasonably attainable under 
circumstances that would not give rise to a conflict of interest, the board or committee shall 
determine by a majority vote of the disinterested directors whether the transaction or 
arrangement is in the Association’s best interest and for its own benefit and whether the 
transaction is fair and reasonable to the Association, and shall make its decision as to 
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whether to enter into the transaction or arrangement in conformity with such 
determination. 
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Violations of the Conflict of Interest Policy: 
a. If the board or committee has reasonable cause to believe that an interested person has 
failed to disclose actual or possible conflicts of interest, it shall inform the interested 
person of the basis for such a belief and afford the interested person an opportunity to 
explain the alleged failure to disclose. 
b. If, after hearing the response of the interested person and making further investigation 
as may be warranted in the circumstances, the board or committee determines if the 
interested person has in fact failed to disclose an actual or possible conflict of interest, it 
shall take appropriate disciplinary and corrective action.  
  
Records and Proceedings 
The minutes of the board and all committees with board-delegated powers shall contain: 
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, and the board’s or committee’s decision as to whether a conflict of 
interest existed.   
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.  

Annual Statements 
Each employee, executive officer and committee chair with board-delegated powers shall 
annually sign a statement, which affirms that a person: 
a. has received the Conflict of Interest policy (see pages 9-11) 
b. has read and understands this policy, 
c. has agreed to comply with this policy, and 
d. understands that the Association is a 501(c)(3) organization and that, in order to 
maintain its federal tax exemption, it must engage primarily in activities which accomplish 
one or more of its tax-exempt purposes. 
Ethics Policy 

1. All Members must agree to abide by the ASHA Code of Ethics. (see addendum) 
 
Media Policy 
This policy is intended to address non-routine contact with the media to include social 
media . 
To ensure the quality and consistency of  information provided to media sources, the 

following shall be enforced: 

All media contacts are to be handled by the AKSHA president or designee. 

All press releases or other promotional materials are to be approved by the AKSHA 

President, or his or her designee, prior to dissemination.  
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A social media administrator* shall be appointed by the President and be responsible for 

monitoring its content. 

 Recommended by this committee that there be a non-voting committee person for 

social media 

Removal Policy of AKSHA Board Members (excluding Officers of the Association) 
After a board member has missed four (4) or more periodic meetings in any two-year 
period or two (2) consecutive meetings in a one-year period, the policy of the AKSHA  
Executive Board states that the member is subject to removal. The following steps should 

be followed to assure that the proposed member has been given every opportunity to 

reestablish their commitment or resign: 

Step 1: Secretary informs the President if a board member is subject to removal due to lack 

of attendance. 

Step 2: The President contacts said board member to identify reasons for lack of 

attendance and what the board member sees as his/her future commitment to board 

service, especially in light of reasons for lack of attendance. 

Step 3: Following the President’s consultation with said board member, the President has 

the authority to recommend to the Executive Board the removal of said board. In every 

instance when confidentiality is requested by the board member in question, the President 

must respect that confidentiality. 

Step 4: The decision of the President will be forwarded to the board for approval. In every 

instance when confidentiality is requested by the board member in question, the President 

must respect that confidentiality. 

Step 5: Said Board member who is subject to removal has 14 days to set a hearing through 

the secretary prior to the voting of the executive officers. If no hearing is requested, 

proceed to Step 6. 

Step 6: The President contacts said board member by telephone or in person regarding the 

Executive Board’s final decision. The President also will follow up in writing with a copy of 

the correspondence to the secretary as part of the Association’s permanent files. 

Step 7: The President and President-elect, together, (or past president if in this election 

cycle) will appoint a new Board member to replace the removed member. 
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OFFICE OF THE PRESIDENT 

Bylaws:   
1. “be the chief executive officer of the Association, 

2. preside at all regular business meetings of the Association, 
3. call emergency meetings of the Association, Executive Board, or any of its 

committees, 
4. appoint with the advice of the Board, all appointive members of committees 

and members to fill vacancies of the elected officers, 
5. promote the interests of the Association in all ways, 
6. upon retiring from office, be a member of the Executive Board for one year, and 
7. be authorized to sign checks in the absence of the treasurer. 

Duties: 

1. Coordinate activities of the executive board and the committees 
 

● Appoint Seal, STAR and SMAC and communicate with them regarding 
projects and activities as needed     see page 8 

● Consult with committee chairs regarding appointment of committee 
members and communicate with them regarding projects and activities as 
needed. 

● Establish ad hoc committees as necessary.  (Usually appointed at regular 
meetings, but can be appointed any time need arises.  Ad hoc committees 
should be appointed for only one year.) 

 

2. Coordinate and oversee implementation of the strategic plan. 

3. Preside at the regular meetings of the Executive Board and the General 

Membership/Business Meeting. 

 Coordinate emergency meetings or decisions/actions that are necessary between 
regularly scheduled meetings (by email, if possible). 

 Schedule meetings or conference calls the Executive Board. These calls will serve as 
a communication vehicle between meetings; a set agenda will be determined before 
each call. While no action can be conducted, these meetings are for organizational 
purposes, as a mentoring opportunity for the president elect, and as a mechanism 
for continuity of leadership.  
 

4. Appoint, with the President-elect (or Past-president if in this election cycle), an active, 

voting AKSHA member to fill a vacant E-Board/Committee Chair position. 

5. Maintain the President portion of the Policy and Procedures Manual. 
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OFFICE OF THE PRESIDENT-ELECT 

Bylaws:  The President-Elect shall: 
assume responsibilities delegated by the President, 
become President upon expiration of term of current President, 
assume responsibilities of the President should the President by unable to complete term of 
office,  
 
Duties:    see page 8 

1. Serve a one-year mentorship with the president 

2. Attend council of state association presidents (CSAP) at either May or Nov. 

conference if possible as part of leadership development 

3. Conduct meetings in the absence of the president 

4. Assume other responsibilities as directed by the President 

5. Assist the President with Committee supervision and Committee chair 

appointments. 

6. Assist with monitoring and implementation of the strategic plan. 
 

7. Ensure consistency between Bylaws and Policies/Procedures. 
 

8. Work together with members of the Continuing Education committee in planning 
upcoming meetings of the association 
 

9. The President-Elect will purchase and present an appropriate gift or plaque not to 
exceed $100 for the outgoing president. 
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OFFICE OF THE PAST PRESIDENT 

 
By-Laws: The AKSHA by-laws have no information on the past president in policy 

other than in the section on time in office and as an executive office in the off year. 
 

Duties: 

1. Assume responsibilities and activities as directed by the President.  

2. Act in an advisory capacity to the President. 

3. Conduct meetings in the absence of the President 

4. Assist the President with Committee supervision and Committee chair 

appointments. 

5. Assist with monitoring and implementation of the strategic plan. 
 

6. Ensure consistency between Bylaws and Policies/Procedures. 
 

7. Work together with members of the Continuing Education committee in planning 
upcoming meetings of the association 

 
8. Maintain the Past President portion of the Policy and Procedures Manual.  
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OFFICE OF THE SECRETARY 
 

Bylaws:  The Secretary shall: 
1. record and file the minutes of all official meetings of the Association and 

Executive Board. 
2. maintain and record all correspondence necessary to the proper performance 

of official duties. (including documents related to IRS, STATE of AK Articles of 
Incorp., and ASHA recognition) 

Duties: 
 

1. Maintain archives of AKSHA records. 
 

 Keep all minutes of the Executive Board and AKSHA meetings as a permanent 
record.  

 Keep copies of all official correspondence sent by email or postal/delivery 
service by the AKSHA officers for a minimum of seven calendar years from 
date of document. Upload documentation to the aksha907@gmail.com 
Google Drive (formerly Google docs) account for archive and reference 
purposes. 

 
 Review and forward archives to the next Secretary in the December of the 

end of term, or as soon as all minutes from the Fall Meeting are completed. 
 

2. Record and distribute minutes of the annual business meeting minutes.  
3. Keep attendance at board meetings. 
4. Inform the executive board in the event a Chair is subject to removal due to lack of 

attendance at board meetings (see Policy and Procedures) 
 
5. Biannually review the Association Bylaws and make recommendations for changes 

that might be needed to have the Bylaws reflect any newly adopted policies.  
 

 Provide an updated copy of the Bylaws to all AKSHA members after any 
changes are made by sending a revised copy via e-mail or on the Association 
web-site within three weeks of the meeting at which the change(s) occurred. 

 
 Keep copies of all editions of the Bylaws and the dates of those editions. 

  
5. Update and disseminate to new board members, the operating procedures, and the 

Policy and Procedures Manual.   
 
6. Maintain the Secretary portion of the Policy and Procedures Notebook. 

 
7 Assume responsibilities and activities as directed by the President. 

 

mailto:aksha907@gmail.com
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OFFICE OF THE TREASURER 
 

Bylaws:   
1. be entrusted with the collection and safeguarding of the Association funds, 

subject to the wishes of the Voting Membership, 
2. be authorized to draw money from the Association’s funds and make 

expenditures, 
3. cooperate with Membership Committee in the processing of all membership 

fees, 
4. Prepare a budget for approval of the Executive Board.  [M1]Each elected or 

appointed officer or chairperson must submit to the Treasurer an 
estimated budget of expenses for the fiscal year. [M2] The fiscal year will run 
from January1-December 31.  The treasurer shall prepare a budget based on 
the estimated expenditures and treasury fund finances.  If funds requested 
exceed those anticipated by the Treasurer[M3] during the fiscal year, then the 
officers and chair people [M4]shall be notified and advised of the limits to be set 
on their financial requests, 

5. Place a Resolution on the AKSHA checking account.  If the check amount to be 
written exceeds $1000, the check shall be signed by the Treasurer after the 
approval of all four officers. 

6. Advise every elected or appointed officer or chairperson [M5]that any 
requested funds exceeding the approved budget must first be submitted to be 
approved in writing by the Treasurer.[M6] 

 
Duties: 

 
1. Review and oversee financial records maintained by the Treasurer. 

 
 Keep a record all income and expenses throughout the year. 

 
 Approve appropriately documented reimbursement requests. 

 
 Present quarterly transaction reports to the Executive Board. 
 
 Ensure that yearly incorporation papers and income tax forms are filed and 

provide a copy of the tax forms to the secretary of AKSHA. 
 

 Cosign, with the president or pres-elect or past president, checks written in 
amounts of more than $1,000[M7]. 

 

2. The Treasurer shall prepare and submit an accounting of expenses and proposed 
budget for the upcoming year at the annual AKSHA meeting.  
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3. The budget is developed collaboratively with e Executive Board. The Executive 
Board will submit annual needs for the upcoming year. The Treasurer will write 
up requests and the Executive Board will review the proposal.  

 
4. Provide an annual budget report to all AKSHA members at the annual 

conference[M8], the VOICE and the website. 
 

5. Provide recommendations to the Executive Board with regard to investments. 
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ADVOCACY CHAIR 

Bylaws:  
1. [chairperson] serve on the Executive Board; 
2. subcommittees will consist of members representing the following areas: 

STAR/SMAC, SEAL 
3. coordinate public relations efforts, related to Better Speech & Hearing 

Month, professional information to legislators and develop the 
Association’s brochure[MRP9];  

4. be a government liaison; 
5. coordinate with other committees; 

 
Duties: 
 

1. Communicate at least prior to every board meeting with subcommittee chairs and 

report their activities to the Executive Board. 

2. Create and/or maintain a brochure for the public regarding AKSHA and its 

membership in regards to serving Alaskans. 

3. Communicate with the executive board and participate as needed regarding 

regulations pertinent to membership and the public in communication disorders. 

4. Communicate with AKSHA membership prior to May about Better Speech and 

Hearing Month. 

5. Promote Better Speech and Hearing month in the public forum via news, free 

advertising, etc. 

6. Assist subcommittees with developing an annual budget.  

7. Maintain the Advocacy section of the policy and procedures manual. 
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COMMUNICATIONS AND TECHNOLOGY CHAIR* 

*(proposed) 
 
Bylaws:  “Be responsible for oversight of the AKSHA Website, social media, Listserv 
and newsletter, and to plan, coordinate, and/or implement opportunities for 
members to exchange current information in a timely manner, and to provide a 
dynamic, interactive forum for collaboration and networking among membership. 
(Proposed) 
 

Duties: 
 

1. Oversee the implementation and maintenance of AKSHA’S website. 
 

2. Review the organization of the website annually and both recommend and plan for 
needed changes in a timely manner, being mindful of the budget impact of the 
recommended changes 

 
3. Monitor that date-sensitive material is uploaded and removed from the website. 

 
 

4. Oversee the publication of the e-newsletter working collaboratively with the 
appointed editor for this publication. 

 
5. Announce sponsors of the website on an annual basis to the AKSHA membership at 

the annual meeting. 
 

6. Use social media and appoint an administrator to monitor/and update as needed. 
 

7. Assist the Executive Board to use and facilitate the use of technologies. 
 

8. To monitor new technologies that may improve the communication and function of 
the Association. 
 

9. Maintain the Communications and Technology portion of the Policy and Procedures 
Manual. 
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NEWSLETTER EDITOR (proposed to change this sub-committee from Advocacy to 
under the proposed Communications Chair) 

 

Appointed by the President of AKSHA to work directly with the Communications and 

Technology Chair to produce the AKSHA newsletter, including topic, solicitation of articles, 

editing, etc.  The Newsletter Editor shall: 

 

1. Work collaboratively with the Chair on Communications and Technology to produce 
an AKSHA newsletter for mail delivery o membership and posting to the AKSHA 
website. 

2. Determine topic(s) for each newsletter. 
 

3. Newsletters are to go out in March, May/June, pre-conference. Any additional 
newsletters must be approved by the executive board.  

 

4. Solicit contributing authors and provide a deadline for receipt of articles. 
 

5. Write the Editor’s Note for the newsletter. 
 

6. Review and edit articles received, as needed. 
 

7. Submit draft newsletter to the Chair on Communications and Technology, President 
and President-Elect for review and suggested edits. 

 

8. Send final version of newsletter to Chair of Communication and Technology for 
posting to the AKSHA website.   
 

9. Mail copies of the newsletter to membership and to the ASHA regional 
representative. 
 

10. Prepare an email to membership regarding the mailing of the VOICE and posting on-
line. 
 

11.  Responsible for soliciting advertisement in the VOICE. 
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Special Interest Groups (SIG) 

 
Duties of Special Interest Groups (SIGs) 
 

1. Co-Chairs, one each from Audiology and Speech-Language Pathology, will each serve 
on the Executive Board. 

2. Co-Chairs will participate in all meetings of the Executive Board and General 
Membership/Association Business Meetings; 

3. Report all committee activity to President and Executive Board; 

4. Submit an annual budget to Executive Board; 

5. Co-Chairs will participate in or facilitate special interest sub-committee group 
(SIG) meetings as appropriate. 

a. Assist sub-committees in implementing the Association Strategic Plan, policy 
and timelines.  

b. Schedule meetings or conference calls to facilitate communication with sub-
committees and activities, 

 
 

SIG sub-committees: 

1. Will communicate with assigned SLP or Audiology Chair and submit a written report 
and updates on activities when requested, 

2. Will submit an annual action plan and budget to the Committee Chair. 

3.  Activities will reflect and promote the Association’s Strategic Plan in addition to: 
advocacy, networking, policy, licensing/regulation or other purposes deemed 
appropriate.  

 
 Schools SIG (example activities):    

o Advocate for and promote school-based services to other professionals, 
providers and the public 

o Provide input to Continuing Ed and Convention Committees for topic ideas 
o Provide assistance in advocacy to members and the public 
o Share information from SEAL, ASHA SIG 16 and ASHA school services team. 
o Billing/reimbursement issues, legislative or regulatory issues. 

 
 Private Practice (example activities) 

o Share information from ASHA, STAR and SMAC  
o Provide input to CE Committee and Convention Committee for topic ideas 
o Provide assistance to providers and the public in advocacy, 

billing/reimbursement issues, legislative or regulatory issues.  
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Audiology (example activities) 

o Communicate with audiologists statewide and share information regarding 
current topics/issues. 

o Provide input to the CE Committee and Convention Committee for topic ideas 
as appropriate.  

o Provide assistance to providers, other professionals and the public in 
advocacy, legislative or regulatory issues.  
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NOMINATIONS/AWARDS and SCHOLARSHIP Committee 
 

Bylaws:   whose purpose it is to: 
1. [chairperson] serve on the Executive Board; 
2. Subcommittees will consist of members representing the following areas: 

Nominations, Awards and Scholarship. 
3. coordinate with other committees; 
4. coordinate the nomination of Association officers before elections; 
5. coordinate nominees   NOMINATIONS for ASHA awards; 
6. coordinate “Friends of the Association” awards; 
7. coordinate scholarships to native students; and 
8. Coordinate scholarships for convention/conference attendees. 

Duties:  

The Nominations sub-committee shall... 
1. Solicit nominations from the membership for each available AKSHA office 

and each expiring Board position at least three months prior to the fall 
meeting.  Each nominee must agree to serve if elected and must meet 
eligibility requirements. The slate shall be submitted to the membership at 
the annual business meeting.  Biographical and professional data shall be 
provided for each candidate (and included in the program mail-out when 
possible). 
 

2. Nominees for elections will be presented at the annual meeting of the 
Association.  (Nominations from the floor will be accepted with the consent 
of the nominee. Nominees from the floor and/or person nominating will 
provide biographical and professional data for the nominees.) Elections will 
take place at the annual meeting of the Association. To be elected, a 
candidate must receive a simple plurality vote of the Active members with 
full voting right. 

 
3. Maintain elections rectors in conjunction with the Secretary.  

 
4. In case of a tie, the names of the two persons receiving the highest number of 

votes will be resubmitted to the membership for a second vote. 
 

5. Officer terms run according to the calendar year. From date of election to the 
start of their term, officers shall function as officer-elect. 

 
6. In the event of incapacity or resignation of the President-Elect, Secretary, or 

Treasurer, new elections will be held and the slate will be drawn up and 
presented by the Board of Directors. 

The Awards sub-committee shall… 
7. Announce national and state level awards to membership with due date, 

brief description and contact information 
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8. Assist in coordinating ASHA Foundation Awards  AWARD NOMINATIONS 
9. Coordinate and chair selection committee for state level awards, except 

President’s award. 
 
The Scholarship Committee shall… 
 

10. Announce Scholarship in the VOICE, University of Alaska Anchorage/Eastern 
Caroline University graduate program and on the website at least 6 months 
prior to the award deadline. 

11. Coordinate and chair selection committee for the scholarship award 
12. Money for the scholarship will come from ½ the proceeds of the silent 

auction at the annual conference. 
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Continuing Education: 
By-Laws: 

1. co-chairpersons from Audiology and Speech-Language Pathology serve on the 
Executive Board; 

2. Develop, plan and implement continuing education opportunities in the areas 
of speech, language, cognition, swallowing and audiology for speech language 
pathologists, audiologists and speech pathology assistants. This will include 
planning and implementing the annual convention. In addition, at least one 
other offering will be promoted during the calendar years. 

3. Coordinate with other professionals to disseminate/gather CE information and 
share in opportunities. Other groups may include school districts, other allied 
health professionals, hospitals, state agencies, etc.; 

4. consist of CE administrators (for AKSHA and school districts, if applicable) and 
members from a variety of work sites around the state; and  

5. Encourage mentorship of positions to keep continuity of the tasks and new 
members participating. 
 
 

The following (6-13) is in the by-laws but seems more like the procedure and 
process of the job. Perhaps these should be moved from the by-laws to P&P: 
 

6. Plan one annual meeting (“event”) per year for the membership to be held in 
the fall. 

7. Obtain a signed contract for the venue one year out (minimum) to the annual 
event. 

8.  One year prior: Obtain speakers of interest to the membership (from 
membership feedback forms at annual event). 

9. Have signed contracts with speakers and hotel 9 months prior to the event 
10. Have CEU information from speakers 5 months out. 
11. CEU information to ASHA no later than 4 months prior. 
12. Advertise event in May and August newsletters and on website beginning in 

May. 
13. Have payment and event registration available to membership on the 

website at least 3 months prior to the event. 
14. Incorporate technology to assist members in obtaining continuing 

education; such use of internet services, telecommunications, recorded 
materials (tapes, CDs, etc.).  

15. provide input and information to be shared via the AKSHA website – with 
members and the community; 

16. Coordinate with other committees and the executive board to share 
information about the activities of the CE committee and about CE 
opportunities. 
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MEMBERSHIP COMMITTEE 
 

Bylaws: The membership committee is considered necessary for the proper function of the 
Association. The [chairperson] serves as a voting member on the Executive Board. The [sub 
chair] be in charge of recruitment and retainment of members.  
 
[M10]These are listed in the by-laws but seem more appropriate as a Policy and 
Procedure: 

1. receives applications for membership; 
2. will determine eligibility of prospective members; 
3. maintain a roster of current membership;  
4. Each January, notify members of impending membership renewal requirements. 

This shall be done on at least two different occasions;(January and May) 
5. Gather and disseminate information on membership lists to interested parties, 

per policy of the Association. 
6. Send a welcome packet to new members within one month of receiving paid 

application. 
7. coordinate with other committees; 
8. accumulate and provide job source information; 
9. Develop email lists (on aksha907@gmail.com) for the Association and 

disseminate to executive board by end of February each year, updating monthly 
as needed. 

10. Mentor new participants to this committee. 
11. Will be listed as a contact person on the AKSHA website 
12. Will be available to membership during annual meeting (event) in the fall to 

accept membership applications.  
 
The P&P committee suggests that a “Welcome” person may be beneficial as 
part of this committee so the chair is not responsible for all of the above. 

 

mailto:aksha907@gmail.com
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Advisory Councilors (Speech/Audiology) 
 

By-laws:  Serve as (voting members) on the Executive board 
 
These current by-laws seem better to be policies and procedures 

1. communicate regularly with the state Association members; 
2. fulfill the job duties as outlined by ASHA; 
3. represent the Association, its members and interests, and Alaska’s ASHA 

members at the national level; 
4. attend official meetings as required by the Advisory Council 
5. Be a member of the state Association. 
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Differentiating By-laws, Policies and Procedures  
 
By-laws clearly set out the fundamental principles and rules, not covered by the 
Corporations Act, by which the organization will be governed. These by-laws are required 
and must be kept on record, although they are not filed with the Registry.  
 
The by-laws may include: 

 a statement on how the board of directors was formed; when and how future 
directors will be elected; an outline of the board’s powers and duties; and the 
process for setting up committees and their powers; 

 a statement that defines who the members are: the qualifications, terms and 
conditions of their membership; their voting rights; and the process for termination 
of their membership; 

 a statement that outlines how meetings will be carried out, for example: the notice 
to be given; the frequency; how decisions will be made; the required quorum for 
decision-making, and the requirements for proxy votes; 

 a statement on the rules for preparing and submitting financial statements; 
 a statement that outlines procedures for hiring employees; 
 rules for borrowing money; 
 rules to avoid conflict of interest within the organization; 
 a wind-up clause specifying that if the organization disbands in the future, its asset 

will go to another non-profit organization; and 
 The date the document becomes effective. 

Board Policies  
 
General policies should also be set that are subject to change by the board of directors at 
any time. Indeed, it is in the interest of most voluntary and non-profit organizations to 
limit the number of policies designated as formal "by-laws" and focus their attention on 
creating other key policies.  
 
This gives the board of directors the flexibility and opportunity to identify the 
organizational practices that are important to them in such a way that they can be easily 
modified when the need arises. This is often referred to as "governing by policy".  

Key areas for policy setting 

 Organizational mission, objectives and values. 
 Role and responsibilities of the board. 
 Board decision-making and meeting practices (usually covered partially by 

by-laws). 
 Conflict of interest. 
 Board member conduct. 
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 Role, responsibilities, and authority of the executive director or CEO. 
 Financial management. 
 Personnel, hiring and other human resource practices. 
 Treatment and protection of consumers, customers, clients or users. 
 Fundraising (including ethical considerations). 
 Advocacy and public education. 
 Accountability to members, stakeholders and community (may be partially 

addressed by by-laws in references to annual general meeting and annual 
financial report). 

 

A volunteer policy states your position and/or your belief about something. It gives 
direction and guidelines for making decisions. Policies tell people what to do. For example, 
you should have a policy on volunteer expenses which clearly states under what 
circumstances volunteers will be eligible to make a claim. 

A volunteer procedure describes the steps and sequence of activities that support a policy. 
Procedures tell people how to do it. For example, your expenses procedure will tell your 
volunteers how they apply for expenses and how much they can claim. 
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Volunteer Policy Checklist 

 

Have you a policy on Yes/No Next steps (write/review) 

Why you involve volunteers   

Role descriptions    

Recruitment and selection   

Relationships between 

volunteers and the 

team/management 

  

Relationships between 

volunteers and the client 

group 

  

Training and development   

Working conditions    

Recognition   

Support and supervision   

Expenses   

Insurance   

Involvement in organizational 

structures 

  

Dealing with problems    

 

(Edited by Molly Thompson from work by Monika Penner 2002 and CSAP meetings on By-
laws.) 
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BYLAWS  
OF THE 

ALASKA SPEECH-LANGUAGE HEARING 
ASSOCIATION 

 
 

ARTICLE I 
NAME 

The name of this organization shall be Alaska Speech-Language Hearing Association 
(hereinafter called the “Association”) 

 
 

ARTICLE II 
PURPOSES 

The purposes of this organization shall be to encourage basic scientific study of the 
processes of individual human communication, with special reference to speech, hearing, 
and language; promote investigation and prevention of disorders of human 
communication; and foster improvement of clinical procedures with such disorders; to 
stimulate exchange of information among persons and organizations thus engaged; and to 
disseminate such information. 

 
 

ARTICLE III 
MEMBERSHIP 

Section 1. Eligibility 
2. Full (voting) members shall be defined as those who hold 1) a graduate degree with 

major emphasis in speech-language pathology, audiology, or speech, language, or 
hearing science; or 2) a graduate degree and present evidence of active research, 
interest, and performance in the field of human communication. Those individuals 
who have state certification as a result of grandfathered rights established in 1986 
through the Alaska Department of Education and Early Development (formally 
known as the Alaska Department of Education), are exempt from meeting the 
graduate degree requirements to be considered full/voting members of the 
association. 

3. The requirements for membership may be waived in special instances by 
recommendation of the Executive Board and a majority vote of the Executive 
Board. 

4. All Members must agree to abide by the ASHA Code of Ethics. 
5. Associate (non-voting) members shall be defined as those who 1) hold a Bachelor’s 

Degree or are enrolled in an undergraduate or graduate program in the field of 
speech and hearing and who are not yet members of the American Speech and 
Hearing Association, or 2) allied professional individuals interested in the field of 
speech and hearing, or 3) speech-language pathology assistants. 

 
Section 2. Application 
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1. Application and payment for membership shall be sent directly to the treasurer of 
the Association. The application will be forwarded to the chairperson of the 
Membership Committee. 

2. Membership is on an annual basis, from January 1 – December 31. 
 
Section 3. Privileges of Membership 

1. All Full/Voting Members and Associate members in good standing shall have the 
right to attend and participate in all the Association’s regular and called meetings. 

2. All Full/Voting Members and Associate Members in good standing shall receive any 
publications issued by the Association. 

3. The right to vote and hold office shall be granted to Full/Voting Members only. This 
may be waived in special instance by recommendation and majority vote of the 
Executive Board. 

 
Section 4. Termination of Members member Any Full/Voting Member or Associate Member 
who violates the Bylaws or the Code of ethics of the American Speech-Language Hearing 
Association (ASHA) shall be suspended by three-fourths vote of the Executive Board. Upon 
recommendation and by two-thirds vote of the Executive Board, the individual may be 
reinstated after one year. 

1. Any Full/Voting Member or Associate Member whose dues are six months 
delinquent shall be terminated from membership. The Full/Voting Member or 
Associate Members will be notified at least twice on different occasions by the 
membership committee with regard to prospective membership discontinuation. 

 
 

ARTICLE IV 
OFFICERS 

Section 1. Designation 
The officers of the Association shall be: 
President 
President-Elect / Past-President 
Secretary 
Treasurer 
 
Section 2. Terms of Office  

1. The President shall serve a two-year term of office. 
2. The President-Elect shall serve a one-year term of office, before becoming President. 

The Past-President shall serve a one-year term of office, after the term as President. 
3. The Secretary shall serve a two-year term of office. 
4. The Treasurer shall serve a two-year term of office. 

 
 
Illustration of how sequence goes: 
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Position 2005 2006 2007 2008 2009 

President A B B C C 

Pres-Elect B None C None D 

Past-Pres None A None B None 

Secretary A A B B C 

Treasurer A B B C C 

A=existing; B=newly elected; C=next newly elected 
Section 3. Election of Officers  

13. The nominations committee shall solicit nominations from the membership 
for each available AKSHA office and each expiring Board position at least 
three months prior to the fall meeting.  Each nominee must agree to serve if 
elected and must meet eligibility requirements. The slate shall be submitted 
to the membership at the fall meeting.  Biographical and professional data 
shall be provided for each candidate (and included in the program mail-out 
when possible). 

14. Nominees will be presented at the annual meeting of the Association.  
(Nominations from the floor will be accepted with the consent of the 
nominee. Nominees from the floor and/or person nominating will provide 
biographical and professional data for the nominees.) Elections will take 
place at the annual meeting of the Association. To be elected, a candidate 
must receive a simple plurality vote of the Active members with full voting 
right. 

15. In case of a tie, the names of the two persons receiving the highest number of 
votes will be resubmitted to the membership for a second vote. 

16. Officer terms run according to the calendar year. From date of election to 
the start of their term, officers shall function as officer-elect. 

17. In the event of incapacity or resignation of the President-Elect, Secretary, or 
Treasurer, new elections will be held and the slate will be drawn up and 
presented by the Board of Directors. 

 
Section 4. Duties 

1. The President shall: 
1. be the chief executive officer of the Association, 
2. preside at all regular business meetings of the Association, 
3. call emergency meetings of the Association, Executive Board, or any of its 

committees, 
4. appoint with the advice of the Board, all appointive members of committees 

and members to fill vacancies of the elected officers, 
5. promote the interests of the Association in all ways, 
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6. upon retiring from office, be a member of the Executive Board for one year, 
and 

7. Be authorized to sign checks in the absence of the treasurer. 
 

2. The President-Elect shall: 
1. assume responsibilities delegated by the President, 
2. become President upon expiration of term of current President, 
3. assume responsibilities of the President should the President by unable to 

complete term of office, and 
 

4. The Secretary shall: 
1. Record and file the minutes of all official meetings of the Association and 

Executive Board. 
2. Maintain and record all correspondence necessary to the proper 

performance of official duties. (including documents related to IRS, STATE of 
AK Articles of Incorp., and ASHA recognition) 

 
5. The Treasurer shall: 

1. be entrusted with the collection and safeguarding of the Association funds, 
subject to the wishes of the Full/Voting Members, 

2. be authorized to draw money from the Association’s funds and make 
expenditures, 

3. cooperate with Membership Committee in the processing of all membership 
fees, 

4. Prepare a budget for approval of the Executive Board.  Each elected or 
appointed officer or chairperson must submit to the Treasurer an estimated 
budget of expenses for the fiscal year.  The fiscal year will run from January1-
December 31.  The treasurer shall then prepare a budget based on the 
estimated expenditures and treasury fund finances.  If funds requested 
exceed those anticipated by the Treasurer during the fiscal year, then the 
officers and chair people shall be notified and advised of the limits to be set 
on their financial requests, 

5. Place a Resolution on the AKSHA checking account.  If the check amount to be 
written exceeds $1000, the check shall be signed by the Treasurer after the 
approval of all four officers. 

6. Advise every elected or appointed officer or chairperson that any requested 
funds exceeding the approved budget must first be submitted to be 
approved in writing by the Treasurer. 
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ARTICLE V 
DUES 

 
The annual dues for Full/Voting Members or Associate Members of the Association shall be 
determined by majority vote of the members at the annual statewide meeting following 
recommendation by the Executive Board. 
Dues are payable for a membership year January 1 of each year.  

 
 

ARTICLE VI 
EXECUTIVE BOARD 

 
Section 1. Designation 
The Executive Board of the Association shall consist of the officers of the Association, the 
Committee Chairpersons, and the Advisory Councilors. 
 
Regular meetings of the Executive Board shall be held triennially. These meetings will be 
conducted via teleconference or other means as available/appropriate. Special meetings 
may be held as deemed warranted and called by the President. 
 
Section 3. Powers and Duties 
The Executive Board shall: 

1. formulate policies of the Association, 
2. transact all business between meetings, 
3. create and terminate standing and special committees as deemed advisable, 
4. report actions and recommendations to the membership at the regular meetings of 

the Association, 
5. Relate proposed amendments to be presented to the membership at large for vote 

either at the annual meeting or by mail ballot. 
 
Section 4. Quorum 
In order to approve measures, a quorum of the voting members of the Executive Board 
must be secured. A quorum shall consist of one-half of the total Executive Board 
membership.  
Section 5. Liability 
No member of the Executive Board of this association shall be personally liable to this 
association or representative for breach of any duty owed to the association or its 
members, provided however, that this provision does not relieve an Executive Board 
member from liability based upon acts that were not performed in good faith or those 
which involved a knowing violation of law, or if the act resulted in receipt by the person of 
an improper personal benefit. 

 
ARTICLE VII 
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MEETINGS OF THE ASSOCIATION 
 

Section 1. Regular Meetings 
There shall be a minimum of one annual statewide business meeting. 
 
Section 2. Quorum 
One-fourth of the membership shall constitute a quorum for the transaction of business.  In 
absence of a quorum, members will be given the opportunity to vote by mail on business 
approved at the meeting, and a majority of those voting by mail will constitute approval or 
disapproval of a motion. 
 
Section 3. Parliamentary Authority 
Robert’s Rules of Order, Newly Revised shall be the parliamentary authority. 

 
 

ARTICLE VIII 
COMMITTEES 

 
Section 1. General 
The Executive Board shall create and dissolve standing committees, designate their 
charges, and establish policy with regard to size, type of membership, and length of 
members’ terms. Efforts to ensure that committee chairpersons are appointed on a basis of 
statewide representation must be evidenced. All Committees are directly responsible to the 
Executive Board. 
 
Section 2. Standing Committees 
The following committees are considered necessary for the proper function of the 
Association: 

a. Membership:  whose purpose it is to: 
13. [chairperson] serve on the Executive Board; 
14. [subchair] be in charge of recruitment and retainment; 
15. receive application for membership; 
16. determine eligibility of prospective members; 
17. maintain a roster of current membership;  
18. Notify members of impending membership renewal requirements. This shall be 

done on at least two different occasions; 
19. gather and disseminate information on membership lists to interested parties; 
20. send a welcome packet to new members 
21. coordinate with other committees; 
22. accumulate and provide job source information; 
23. develop email lists for the Association; and 
24. Mentor new participants to this committee. 

 
3. Advocacy:  whose purpose it is to: 

1. [chairperson] serve on the Executive Board; 
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2. subcommittees will consist of members representing the following areas: 
STAR/MICS, SEAL, Voice, Website 

3. coordinate public relations efforts, related to Better Speech & Hearing Month, 
professional information to legislators and develop the Association’s 
brochure; 

4. be a government liaison; 
5. coordinate with other committees; 
6. oversee the Association’s (Voice) newsletter; and  
7. Oversee updates to the Association’s website. 

 
3. Special Interests: whose purpose it is to: 

1. co-chairpersons from Audiology and Speech-Language Pathology serve on 
the Executive Board; 

2. subcommittees will consist of members representing the following areas of 
the Association’s professions: Ethics & Regulations, Public Schools, 
Healthcare; Private Practice; Speech-Language Pathology Assistants; Rural 
Networking; Audiology, Speech-Language Pathology, students of 
communicative disorders, and other interest groups as identified by the 
Association; 

3. Define the duties of each subcommittee related to hot topics in the local, 
State or National levels and clearly coordinate with other committees.  
 

5. Nominations, Awards, Scholarship:  whose purpose it is to: 
1. [chairperson] serve on the Executive Board; 
2. Subcommittees will consist of members representing the following areas: 

Nominations, Awards and Scholarship. 
3. coordinate with other committees; 
4. coordinate the nomination of Association officers before elections; 
5. determine nominees for ASHA awards; 
6. determine “Friends of the Association” awards; 
7. coordinate scholarships to native students; and 
8. Coordinate scholarships for convention/conference attendees. 

 
6. Continuing Education: whose purpose it is to: 

1. co-chairpersons from Audiology and Speech-Language Pathology serve on 
the Executive Board; 

2. Develop, plan and implement continuing education opportunities in the areas 
of speech, language, cognition, swallowing and audiology for speech 
language pathologists, audiologists and speech pathology assistants. This 
will include planning and implementing the annual convention. In addition, 
at least one other offering will be promoted during the calendar years; 

3. Coordinate with other professionals to disseminate/gather CE information 
and share in opportunities. Other groups may include school districts, other 
allied health professionals, hospitals, state agencies, etc.; 
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4. Incorporate technology to assist members in obtaining continuing education; 
such use of internet services, telecommunications, recorded materials 
(tapes, CDs, etc.).  

5. provide input and information to be shared via the AKSHA website – with 
members and the community; 

6. Coordinate with other committees and the executive board to share 
information about the activities of the CE committee and about CE 
opportunities. 

7. consist of CE administrators (for AKSHA and school districts, if applicable) 
and members from a variety of work sites around the state; and  

8. Encourage mentorship of positions to keep continuity of the tasks and new 
members participating. 

 
7. Advisory Councilors (Speech/Audiology): whose purpose it is to 

1. Serve on the Executive board 
2. communicate regularly with the state Association members; 
3. fulfill the job duties as outlined by ASHA; 
4. represent the Association, its members, and Alaska’s ASHA members at the 

national level; 
5. attend official meetings as required by the Advisory Council 
6. Be a member of the state Association. 

 
 
Section 3. Reports 
 Each committee and task force shall submit a written report annually of its activities 

and recommendations to the Executive Board.  The Executive Board shall report to the 

membership all significant committee activities during the year. 

 
 

ARTICLE IX 
DISCRIMINATION 

 
The Association shall not discriminate on the basis of race, national origin, religion, age, 
sex, sexual orientation, or handicapping condition. All programs and activities of the 
Association shall be conducted in furtherance of this policy. 

 
 

ARTICLE X  
DISSOLUTION 

 
Upon dissolution of the organization, the Officers shall, after paying or making provision for 
the payments of all the liabilities of the organization, dispose of all of the assets of the 
organization excessively for the purposes of the organization in such manner or to such 
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organization(s) organized and operated exclusively for charitable purposes as shall, at the 
time qualify as exempt origination(s) under Section 501 (c) (3) of the Internal Revenue 
Code of 1954 (or Internal Revenue Law,) as the Officers shall determine. Any such assets 
not do disposed of shall be disposed of by a Court of Competent Jurisdiction of the Borough 
in which the Principal officer of the organization is then located, exclusively for such 
purposes or to such organization or organizations, as said Court shall determine, which are 
organized and operated exclusively for such purposes. 

 
 

ARTICLE XI 
AMENDMENTS 

 
Amendments to these Bylaws may be initiated by the Executive Board or in a written 
proposal signed by ten members.  Proposed amendments shall be passed by majority vote 
of the Executive Board 30 days in advance of the vote thereon by the membership.  Vote on 
any amendment may be either at any business meeting or by mail or electronic ballot of the 
entire membership.  Decision to employ the latter voting procedure may be reached by 
two-thirds vote of the members present at the Executive Board. 
 
  

Rev: Nov 2008 
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Insert ASHA Code of Ethics here (see http://www.ashaorg/docs/pdf/ET2010-00309.pdf)  

 

 

 

http://www.ashaorg/docs/pdf/ET2010-00309.pdf

