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Iowa ACAC Mission

The Iowa Association for College Admission Counseling (Iowa ACAC) is a non-profit organization consisting of admissions professionals, high school counselors, and educational organizations. Our association strives to place the student first in the college selection process, enabling them to make sound, informed decisions on their future. Ultimately, we counsel students, network among ourselves, and educate Iowa.
[bookmark: _Toc378437274]Purpose of the Association
The Iowa Association for College Admission Counseling is organized under the laws of the State of Iowa for the following purposes:

To establish and to maintain high professional standards in post-secondary admissions guidance at secondary schools, two- and four-year colleges, universities, other postsecondary educational institutions, and related educational organizations and agencies.

To develop and to expand relationships between secondary schools, two- and four-year colleges, universities, other postsecondary educational institutions, and related educational organizations and agencies.

To assist in the development of effective programs of counseling and guidance which will aid students in selecting suitable two- or four-year colleges, universities, or other postsecondary educational institutions.

To develop professional competence and to meet the professional needs of individuals involved in admission procedures.

To serve students, parents, secondary schools, postsecondary educational institutions, and related educational organizations and agencies by considering the whole range of influences on a student's transition from secondary school to further education without regard to race, creed, gender, political affiliation, national origin, or disability.

[bookmark: _Toc378437275]To adhere to and support the purposes, goals, and objectives of the National Association for College Admission Counseling.










Brief History

Iowa has long been a leader in education. In 1937, representatives from 19 Midwestern colleges, including three Iowa institutions, gathered in Illinois with the goal to provide students greater access to higher education. This visionary group founded the Association of College Admissions Counselors, which became the National Association for College Admission Counseling (NACAC) in 1995.

The Iowa Association of College Admission Counselors (Iowa ACAC) was founded in 1948, when several Iowa colleges brought the goal of serving students in the transition to postsecondary education down to a state and local level. Iowa ACAC is one of 23 state and regional affiliates of NACAC and plays an active role in promoting and providing equal access to higher education for all students, based on the ethics outlined in NACAC’s Guide to Ethical Practice in College Admission.

In 1993, Iowa ACAC filed Articles of Incorporation organizing as a non-profit 501 (c) corporation. The organization legally changed its name in 1996 to Iowa Association for College Admission Counseling.

Iowa ACAC assists students, parents, and secondary school counselors in the college admissions process through many popular programs. Among them:

· The College Day/College Night program incorporates approximately 30 college fairs scheduled throughout the state, providing thousands of students and parents access to over 130 two-year and four-year public and private colleges, technical schools, military representatives, and not-for-profit college planning programs. Along with in-state educational organizations, over 60 colleges from around the country choose to meet Iowa students through the Iowa ACAC college fair program.  

· The annual spring conference provides Association members time for professional development, networking, and information exchange during three days in May.  

· Secondary school counselors are offered the opportunity to learn more about Iowa’s educational environment through the R.I.D.E. (Rediscovering Iowa’s Diverse Education) in June. This three-day bus tour is offered free so school counselors can learn more about the opportunities available to their students.

Iowa ACAC is proud of its partnerships with high school counselors, AEAs, and other professional organizations who work to assist Iowa students and maintain Iowa’s reputation as a leader in education. 







[bookmark: _Toc378437276]
Governance
[bookmark: _Toc378437277]General Membership 
Institutional representatives of voting member institutions each have one vote at the General Membership Meeting called annually at the Spring Iowa ACAC Conference. Members vote on a single slate of candidates, specified bylaws amendments, and can voice their opinions on issues affecting the association and the profession. 
[bookmark: _Toc378437278]Executive Board
The Iowa ACAC Executive Board’s primary purpose is to provide general direction and policies for the Association. The Iowa ACAC Executive Board is comprised of the following positions:

Elected
President
President-Elect (Elected)
Past President
Treasurer (Elected)

The President-Elect, President, Past President, and Treasurer form the Executive Officers of the Iowa ACAC through the Articles of Incorporation.

Appointed 
College Day/College Night Chairperson
Conference Planning Chairperson
Diversity, Equity, and Access Chairperson
Government Relations Chairperson
Membership Chairperson
Past Presidents Council Representative
Professional Development & Practices Chairperson
Publications and Marketing Chairperson
Transfer Chairperson

All active Iowa ACAC members can be considered for an elected Executive Board position. Any member in good standing may self-nominate or nominate another member for consideration by the Committee. Care is taken to balance representation among various segments of the membership. Iowa ACAC members vote to fill the positions during the General Membership meeting at the annual Spring Conference.

Appointed positions are filled each spring, as terms end, or as needed. The President-Elect, at the recommendation of Chairpersons and Board members, makes appointments. They are most often selected from those who have served on the Chairperson's committee and are familiar with the processes.

All Executive Board members are expected to attend all Iowa ACAC Executive Board meetings in person or virtually, when possible. 




[bookmark: _Toc378437279]Elected Positions
[bookmark: _Toc378437280]Presidential Succession
The President is elected as President-elect to a three-year term. 

· Term year one - President-Elect
· Term year two - President
· Term year three - Past President
[bookmark: _Toc378437281]
President-elect
The duties of the President-Elect, as defined by the Constitution, are as follows:

1. Assume the duties of the President upon the absence or inability of the President to serve.
2. Succeed to the position of President in the event the President cannot complete his/her term; serve the remainder of the vacating President’s term, and then a full term as President.
[bookmark: _Toc378437282]Responsibilities of the President-Elect
· Serve as a member of the Executive Board and remain informed through close contact with the members.
· Attend all Iowa ACAC Executive Board meetings in person or virtually, when possible.
· Serve as an officer of Iowa ACAC per Articles of Incorporation.
· Be an active member in good standing in NACAC and Iowa ACAC.
· Assist the President in implementing the activities and goals of the Association.
· Serve as a member of the Finance Committee and assist in preparing the budget.
· Involvement in committees in any capacity deemed appropriate by the President.
· Identify Association members who might be appropriate selections for chairpersons.
· Attend winter and summer NACAC Leadership Institutes.
· Chairperson of the Bylaws Update Committee.
· Chairperson of the R.I.D.E. Committee
· Appoints new committee chairs to fill outgoing positions.
RIDE Committee
The RIDE Committee consists of the president-elect (chair), one past-president (appointed by chair), one at large, and two or three high school counselors. The committee meets as needed throughout the planning process for the RIDE. The committee's duties include selecting which educational institutions to visit, planning the schedule--including overnight stops, securing the bus, marketing the RIDE to school counselors, and communicating with participants and host schools.

[bookmark: _Toc378437283]President-Elect Calendar
May:		Iowa ACAC Annual Conference
		General Membership meeting
		Assume office
July:		Attend Iowa ACAC Executive Board retreat
		


Attend NACAC Leadership Development Institute
September:	Attend NACAC Conference
		Attend Iowa ACAC affiliate meeting at NACAC
		Iowa ACAC Executive Board meeting
January:	Begin planning RIDE
February:	Iowa ACAC Executive Board meeting
		Visit the Hill program at the Iowa State Capitol
March:		Attend NACAC Leadership Development Institute
April:		Iowa ACAC Executive Board meeting
		Iowa ACAC budget preparation
June:  		Go on RIDE


[bookmark: _Toc378437284]President 
The President shall be the principal elected officer of the Association and shall succeed to the office of Past-President after serving a term of one year.

The duties of the President, as defined by the Constitution, are as follows:
1. To call and preside over meetings of the Association and Executive Committee and Board.
2. To serve as the official spokesperson of the Association.
3. To appoint eligible people to replace any vacancy that occurs on the Executive Committee during his/her term.
4. To appoint persons to serve on special committees, including ad-hoc committees, task forces, panels, and other bodies, subject to approval of the Executive Board.
5. To serve as an ex-officio member of all committees, except the Awards and Nominating Committee.
Responsibilities of the President
1. Executive Committee
a. Determine sites and times of Executive Board meetings.
b. Prepare and circulate agendas for all meetings.
c. Follow and support activities of Iowa ACAC committees through close contact with committee chairpersons.
2. Executive Assistant
a. Supervise activities.
b. Evaluate performance.
3. Leadership Development Institute
a. Plan for the annual summer Iowa ACAC Executive Board retreat.
b. Attend NACAC Leadership Development Institute.
4. General Membership Meetings
a. Prepare and circulate agendas for the meetings.
b. Submit a report to the membership at the annual Spring Conference meeting.
5. Financial Management
a. Participate with members of the Finance Committee to develop an Association budget.
6. Newsletter
a. Prepare and submit the President’s column for each edition.
7. NACAC


a. Be aware of NACAC affairs.
b. Present Association concerns at State and Regional Presidents’ meetings in winter and summer and as needed to NACAC officials.
c. Assist the Past-President in preparing July NACAC Annual Report.
d. Notify NACAC of Iowa ACAC officers, committee chairpersons and committee members.
Presidential Calendar
April:		Executive Board Meeting
Iowa ACAC Budget Preparation
May: 		Annual Conference
		General Membership meeting
Assume office			
Committee Chairperson Appointments
NACAC Report
July:		Organize and lead Executive Board retreat
Attend NACAC Leadership Development Institute / President Council Meeting
NACAC Annual Report
September:	Iowa ACAC Executive Board meeting
		Iowa ACAC Budget Preparation
Attend NACAC Conference
	Lead Iowa ACAC affiliate meeting at NACAC
November:	Iowa ACAC/Iowa School Counselors Conference – luncheon presentation
December: 	Iowa ACAC Executive Board meeting		
February:	Iowa ACAC Executive Board meeting
		Visit the Hill program at the Iowa State Capitol
March:		NACAC President Council meeting
April:		Iowa ACAC Executive Board meeting
May:		Iowa ACAC Annual Conference
		Lead General Membership meeting
		Turn over gavel to President-Elect and assume the role of Past-President
July:		Assist President with NACAC reports


[bookmark: _Toc378437285]Past President
The duties of the Past-President, as defined by the Constitution, are as follows:
1. Chair the Nominating and Awards Committee.
2. Assume leadership for one year of the Past Presidents Council Representative following Presidential cycle.
Responsibilities of the Past-President:
1. Serve as one of the officers of the Executive Board.
2. Attend all Iowa ACAC Executive Board meetings in person or virtually, when possible.
3. Assist the President in planning for the coming year.
4. Transmittal of pertinent records, which will need the attention of the newly elected President, should take place promptly after the Annual Conference. There should be a briefing about important items of business, both for Iowa ACAC and NACAC, which are pending, unfinished or not previously completed by the Executive Committee.
5. Assist the President in planning and conducting the annual Executive Board retreat.


6. Update and revise the Iowa ACAC Roles and Responsibilities Manual with assistance of the Executive Assistant.
7. Serve as chair of the Nominations and Awards Committee and solicit nominations for open elected positions, as well as annual association awards, including Admissions Professional of the Year, High School Counselor of the Year and Rising Star.  
Nominations and Awards Committee
The Nominations and Awards Committee, chaired by the Past President, seeks nominations beginning in February of a given year for the elected positions scheduled to complete their terms. The Committee also oversees the nominations and selection of the annual Admissions Professional of the Year, High School Counselor of the Year, and all NACAC awards and grants, including, but not limited to, Rising Star and Imagine Grant.


[bookmark: _Toc378437287]Treasurer
The Treasurer of Iowa ACAC is first elected as Treasurer-elect to a three-year term. The Treasurer maintains the official financial records of the Association and provides quarterly reports on the financial condition of the Association at each Executive Board meeting. The term succession is as follows:

· Term year one (Treasurer-Elect):  Maintain financial records of Iowa ACAC bank statements, checkbook, and budget reports; prepare proposed budget for annual Iowa ACAC business meeting. Serve as a member of Iowa ACAC Finance Committee. 

· Term year two (Treasurer): Continue the above assigned duties, as well as serving as chairperson of the Iowa ACAC Finance Committee; handle tax and insurance preparation. 

· Term year three (Treasurer): Serve as chair of the Iowa ACAC Finance Committee; coordinate training of Treasurer-elect and new Executive board members at annual Planning Retreat. 
Responsibilities of the Treasurer
· Serve as one of the officers of the Executive Board.
· Serve as chairperson of the Finance Committee.
· Prepare the budget proposal following the budget year of January 1 – December 31.
· Maintain a solvent account and pay expenses of the Association when:
· Approved as a budget item.
· Approved by the Executive Board.
· Follow the Expense Payment Procedure:
· Write checks for bills, recording them in the checkbook. The nature of the purchase should be noted as well as the account to which it should be charged.
· Expenditures in excess of the approved committee budget must have the approval of the Executive Board.
· After paying the bill, file the receipt so a financial report can be made at each meeting of the Executive Board.
· Keep an expenditure log for the Standing and Ad Hoc Committee budgets involved. Prepare a report presented at the Annual Conference to detail the activities of each committee.


· Arrange for CPA assistance on official financial needs as well as to arrange for an annual audit.
· File required tax and other government forms.
· Pass on complete records to the Treasurer-Elect including:
· Budget proposed and approved
· Ledger
· Vouchers and receipts
· Financial statements, including year-end statement
· Correspondence and other materials relating to the financial affairs of the organization
· Report on audit
· Prepare financial statements for presentation at General Membership and Executive Committee meeting.
· File information needed to maintain tax-exempt status with appropriate federal and state agencies as required.
· Attend Iowa ACAC Spring Conference and report on budget to the general membership.
· Attend MIDWest and NACAC Conferences, when possible, to assist in representing Iowa ACAC and the Executive Board.
· Contribute material for the quarterly Iowa ACAC Scenes newsletter.
· Attend all Iowa ACAC Executive Board meetings in person or virtually. 
· Support other Iowa ACAC committees, working closely with them as necessary, suggested, or requested.
· Other duties as assigned by the Executive Board or Iowa ACAC President.
Finance Committee 
The Iowa ACAC Finance Committee consists of President, President-elect, Past President, Treasurer, Treasurer-elect, and one Executive Board member at large. The committee recommends finance policies for the consideration of revenue generation for the Association.



[bookmark: _Toc378437290]Appointed Positions
College Day/Night Chairperson
Term - Three years
Iowa ACAC sponsors a series of college fairs in Iowa. The College Day/Night Chairperson, along with the committee and Executive Assistant, oversees the development and distribution of the calendar of IACAC-sponsored and endorsed programs held throughout the fall and spring recruitment periods. With the assistance of volunteer site coordinators, these programs bring together prospective students, parents, secondary school counselors, representatives from colleges and universities, and other postsecondary institutions. These programs aid the prospective students in their educational transition from high school and their college search process. 
Responsibilities of the College Day/Night Chairperson
· Coordinate the development of the annual college fair calendar and provide participating colleges with a planning tool for the fall and spring travel seasons. This includes making scheduling recommendations to college fair coordinators, reviewing college fair 



application forms, and constructing the schedule to increase the efficiency in which colleges, universities, and other institutions can participate in these programs.
· Assist in the development of registration, college fair contract processing, and promotional communications to colleges and regional high schools, as appropriate.
· Work closely with the Iowa ACAC Executive Assistant during the college fair registration process and enforce the appropriate deadlines and monetary responsibilities of contractors.
· Maintain committee budget and adhere to guidelines of the Finance & Budget Policies and Procedures
· Oversee and approve the proposed individual college fair budgets prior to submission to the Executive Board and the Treasurer.
· Develop new Iowa ACAC college fair sites, as needed. 
· Assist in the development of the college fair guidelines, seek approval of those guidelines from Iowa ACAC Executive Board, and articulate approved guidelines to the college fair coordinators and the Iowa ACAC membership.
· To enforce the Iowa ACAC college fair guidelines at the college fairs and handle alleged infractions of college fair rules.
· Coordinate pre-fair communications and materials.
· Oversee the Iowa ACAC college fairs and evaluations. Provide feedback to college fair coordinators to enhance the effectiveness of college fairs for students, coordinators, and participants.
· Act as a liaison between the college fair coordinators and the Executive Board.
· Monitor committee expenses in relation to the committee budget. 
· Attend Iowa ACAC Spring Conference, when possible, and report to the general membership.
· Attend MIDWest Conference, when possible, to assist in representing Iowa ACAC and the Executive Board.
· Attend the NACAC Conferences, when possible, to assist in representing Iowa ACAC and the Executive Board.
· Contribute material for the Iowa ACAC blog and monthly Scenes newsletter.
· Prepare and submitting an annual budget to the Treasure and Executive Board.
· Identify a potential successor during the second year of the chair’s appointment and recommend their successor by a specific date during that second year.
· Attend all Iowa ACAC Executive Board meetings in person or virtually, when possible.
· Support other Iowa ACAC committees, working closely with them as necessary, suggested, or requested.
· Act as a liaison to our data collection partner. Example: StriveScan 
· Other duties as assigned by the Executive Board or Iowa ACAC President.
Responsibilities of College Day/Night Committee 
The College Fair Committee is comprised of the Day/Night Chairperson and representatives from postsecondary institutions across Iowa.
· Collaborate with the on-site coordinators for the various fairs.
· Assist in monitoring fairs to ensure the following of participation guidelines.
· Attend committee meetings in person or by conference call.



[bookmark: _Toc245815074][bookmark: _Toc378437291]Conference Planning Chairperson
Term- Three years
The Iowa ACAC annual Spring Conference is typically held in May (during the odd years). A MIDWest Conference (IA, MN, WI, Dakotas) is held in May every other year (even years), with each state rotating as host site. The Iowa ACAC Conference Planning Chair oversees the Conference Planning Committee for the Iowa Conference and represents Iowa ACAC in the planning of the MIDWest Conference.

[bookmark: _Toc245815075]Responsibilities of the Conference Planning Chairperson
· Manage budget for Iowa ACAC Spring Conference . and adhere to guidelines of the Finance & Budget Policies and Procedures
· Lead bid and selection process for conference site. Stay in contact with chosen site.
· Secure signatures of the chairperson and past-president on all contracts and provide a copy to the Iowa ACAC Executive Assistant.
· Coordinate the four planning meetings through the year.
· Keep schedule moving through the year.
· Coordinate the activities of all subcommittees.
· Track conference expenses.
· Print session evaluation forms.
· Work to post information to the Iowa ACAC Web site/Facebook/listserv in a timely fashion.
· [bookmark: _Toc245815076]Attend Iowa ACAC Spring Conference, when possible, and report to the general membership.
· Attend MIDWest Conference, when possible, to assist in representing Iowa ACAC and the Executive Board.
· Attend the NACAC Conferences, when possible, to assist in representing Iowa ACAC and the Executive Board.
· Contribute material for the Iowa ACAC blog and monthly Scenes newsletter.
· Prepare and submit an annual budget to the Treasure and Executive Board.
· Attend all Iowa ACAC Executive Board meetings in person or virtually, when possible. 
· Support other Iowa ACAC committees, working closely with them as necessary, suggested, or requested.
· Identify a potential successor during the second year of the chair’s appointment and recommend their successor by a specific date during that second year.
· Other duties as assigned by the Executive Board or Iowa ACAC President.

Responsibilities of the Conference Planning Committee
· The Conference Planning Committee consists of the Conference Planning Chairperson, Treasurer, and a wide range of Iowa ACAC members from across the state—typically no more than 16 people. Each person has a specific responsibility in the development, coordination, and implementation of the annual Spring Conference. Committee members are to attend all committee meetings either in person or on Zoom.

Programming-Two people
Coordinate the session programming, including review of evaluations from previous annual conferences for program recommendations; issuing a call for session proposals to the membership; brainstorming with committee members for possible session topics.
· 


· Select sessions and solicit presenters for key topics to ensure balance for secondary and postsecondary members and expertise levels.
· Communicate with program presenters outlining expectations for professional development.

· Ensure offering of continuing education requirements for Licensed Professional Counselors, if applicable.
· Submit final Annual Conference program schedule, as well as session details, to the Conference Chairperson and Publications/Printing Chairperson, noting session details, time, location, and equipment needs.
· Work to post information to the Iowa ACAC Web site/Facebook/listserv in a timely fashion.

Registration - Two people 
Typically, one person handles the web site communications and the other will print/design badges. It helps if the two people are close geographically, although not required.
· Prepare and conduct pre-registration. 
· Register those involved with NACAC.
· Handle all invoicing and receipt distribution for participants, as well as exhibitors and sponsors.
· Design, print badges, and place ribbons.
· Staff the registration area.
· Handle special requests when dealing with food and other accommodations.
· Work to post information to the Iowa ACAC Web site/Facebook/listserv in a timely fashion.

Publications-Two people
· Identify designer(s) for conference logo, program booklet, and program signage. 
· Provide advance publicity.
· Work with Conference Planning Chairperson to prepare articles for the newsletter to inform the membership about the conference and to encourage participation.
· Ensure all communications coordinate with logo and theme of Conference.
· Coordinate conference signage.
· Timely completion of conference program booklet.

Exhibitors and Sponsors/Sponsoring Business Partners – Two-Four People
· Make initial contact with prospective exhibitors and sponsors.
· Follow-up in email and by phone to solidify exhibitor and sponsor agreements.
· Coordinate with Conference Coordinator for all physical arrangements and equipment needs, i.e., location, tables, chairs, signs, trashcans, electricity, Internet, hotel rooms, etc.
· Coordinate with Registration Chairperson on exhibitor and sponsor registration and payment.
· Correspond with exhibitors concerning rules, regulations, procedures and established exhibitor hours.
· Coordinate with Publicity/Printing Chairperson for exhibitor/sponsor recognition in newsletter.
· Provide final instruction within one month before conference.


Raffle—Two-Four people
· Work with local arrangements person to determine raffle recipient. 
· Solicit items for raffle.
· Communicate via listserv for school donations (shirts/cups/pens, etc.)


· Coordinate sending letters soliciting business donations from geographic locations around the state.
· Sell raffle tickets at conference benefiting local organization. The planning committee selects that organization.
· Have tickets/money exchanged and help hand out prizes.
· Work to post information to the Iowa ACAC Web site/Facebook/listserv in a timely fashion.

Social—Two-Four People
· Help plan main social for conference.
· Assess venues for social.
· Food/beverage ideas.
· Arrange pre-conference idea, if needed.
· Identify site and make all arrangements for a golf tournament the morning of the opening day of the conference.
· Coordinate first-time attendee orientation and welcome social.
· Work to post information to the Iowa ACAC Web site/Facebook/listserv in a timely fashion.

Keynote Speaker/NACAC Contact—one person
· Arrange NACAC folks who may speak at conference (if needed).
· Coordinate NACAC guest transportation to and from conference (if needed).
· Contact keynote speaker and be their main contact for conference.
· Work with Registration to ensure their rate/information is accurate.
· Check with hotel and make reservations for NACAC and keynote guests.
· Provide contact information for NACAC/keynote at least two weeks before event.
· Introduce NACAC folks/Keynote speaker at conference (if needed).

Local Arrangements—one person 
· Preferably a committee person from the geographical area of the scheduled conference.
· Create a binder for various food locations (left on registration table).
· Be go-to person for Conference Chairperson in the event they cannot sign documents/contracts, etc.
· Encourage local guidance counselors to attend conference.
· Be available during conference to run errands should the need arise.
· Contact Visitors Bureau to help provide local information for registration packets (have available at hotel when making registration packets).
· Assist with other committees as needed (typically raffle, social, registration)



[bookmark: _Toc378437292]
Membership Chairperson
Term - Three Years
The primary role of the Iowa ACAC Membership Chairperson is to develop and maintain all membership recruitment and retention efforts. The chair targets individuals, organization, and agencies dedicated to students' access to postsecondary education and the transition process. 
Responsibilities of the Membership Chairperson
· Maintain a committee budget . and adhere to guidelines of the Finance & Budget Policies and Procedures
· Coordinate and implement annual membership drive.
· Actively pursue of new members and renewal of current members.
· Collaborate with the Publications and Marketing Committee, and Executive Assistant, to maintain a comprehensive communication flow to membership, including electronic communication and collateral materials.
· Collaborate with the Iowa ACAC Executive Assistant regarding membership records and data.
· Presence at ACU.
· Field phone calls and e-mail inquiries regarding Membership questions or concerns.
· Chair the membership committee and lead a minimum of three meetings per year. Meetings can be on site or by conference call.
· Represent Iowa ACAC at the annual Iowa School Counselors Association (ISCA) Conference at the Iowa ACAC exhibit table to promote membership in Iowa ACAC.
· Contribute material for the Iowa ACAC blog and monthly Scenes newsletter.
· Attend Iowa ACAC Spring Conference, when possible, and report to the general membership.
· Attend MIDWest Conference, when possible, to assist in representing Iowa ACAC and the Executive Board.
· Attend the NACAC Conferences, when possible, to assist in representing Iowa ACAC and the Executive Board.
· Attend all Iowa ACAC Executive Board meetings in person or virtually, when possible.
· Prepare and submit an annual budget to the Treasure and Executive Board.
· Identify a potential successor during the second year of the chair’s appointment and recommend their successor by a specific date during that second year.
· Support other Iowa ACAC committees, working closely with them as necessary, suggested, or requested.
· Other duties as assigned by the Executive Board or Iowa ACAC President..
Responsibilities of Membership Committee 
The Membership Chairperson selects Iowa ACAC Membership Committee members based on expressed interest and through recommendations made by Board members. 
· Attend Membership Committee meetings either in person or by conference call.
· Work aggressively within the member's region to promote Iowa ACAC membership benefits.
· Work with the chairperson to attract and increase new and returning members to Iowa ACAC.
· Advise the membership chairperson on issues and concerns.
· Contact new and returning members, as assigned by the membership chairperson.




· Assist with the creative aspect of promotional marketing materials for the Membership Committee.
· Other duties as assigned by the membership chairperson.
[bookmark: _Toc378437293]
Government Relations Chairperson
Term - Three years
The Government Relations Chairperson is a link between Iowa ACAC and NACAC, keeping state association members apprised of NACAC advocacy efforts and national issues affecting college admissions. Likewise, the Chairperson informs NACAC of policy developments within Iowa and leads Association advocacy efforts regarding state and national issues.
Responsibilities of the Government Relations Chairperson
· Maintain a committee budget  and adhere to guidelines of the Finance & Budget Policies and Procedures
· Contribute material for the Iowa ACAC blog and monthly Scenes newsletter.
· Gather a committee with other Iowa ACAC representation and involvement with other allied professional associations, including the Iowa Department of Education, Iowa Association of Student Financial Aid Administrators (IASFAA), and ISCA.
· Stay informed of policy developments in Iowa.
· Lead Iowa ACAC public policy efforts.
· Presence at ACU, when possible.  
· Recruit members to the Government Relations committee.
· Organize at least one Government Relations or policy activity at the annual Spring Conference.
· Organize an Iowa ACAC advocacy network.
· Keep the Iowa ACAC Executive Board informed on policy issues.
· Participate in NACAC advocacy efforts year-round, at the Legislative Conference, National Conference, and on all “access alerts” or other calls to action, when possible.
· Pass along national news and information from NACAC to Iowa ACAC Executive Board and members.
· Advise the national committee and NACAC staff on state issues, collaborating with NACAC to take action on issues, as needed, and share “best practices” with NACAC staff.
· Pass Iowa education-related news and emerging issues onto NACAC staff; share with colleagues on government relations e-list (to join e-list, contact NACAC staff at legislative@nacac.com).
· Communicate quarterly with the NACAC Government Relations liaison.
· Attend NACAC legislative conference, when possible.
· Attend NACAC national conference, when possible.
· Contact a state or federal lawmaker at least once outside of the legislative conference.
· Attend Iowa ACAC Spring Conference, when possible, and report to the general membership.
· Attend MIDWest Conference, when possible, to assist in representing Iowa ACAC and the Executive Board.
· Attend the NACAC Conferences, when possible, to assist in representing Iowa ACAC and the Executive Board.



· Prepare and submitting an annual budget to the Treasure and Executive Board.
· Identify a potential successor during the second year of the chair’s appointment and recommend their successor by a specific date during that second year.
· Attend all Iowa ACAC Executive Board meetings in person or virtually, when possible. 
· Support other Iowa ACAC committees, working closely with them as necessary, suggested, or requested.
· Other duties as assigned by the Executive Board or Iowa ACAC President.
Responsibilities of Government Relations Committee
The Government Relations Chairperson selects Iowa ACAC Government Relations Committee members based on expressed interest and through recommendations made by Board members. The committee typically includes representation from other professional education-related associations, including the Iowa Department of Education, IASFAA, and ISCA.
· Attend all committee meetings either in person or by conference call.
· Monitor legislative issues at the state and national level and communicate pertinent information with Iowa ACAC members.
· Prepare and identify representatives to attend the NACAC Legislative Conference.
· Coordinate the efforts of the membership to respond to issues.
· Serve as an information source about the high school to college transition for legislators.
· Assist in organizing the annual Iowa ACAC/ISCA Visit the Hill program.
· Manage budget and adhere to guidelines of the Finance & Budget Policies and Procedures


[bookmark: _Toc378437294]Inclusion, Access, and Success Co-Chairpersons
Term - Three Years
The Inclusion, Access, and Success Co-Chairs work along with the committee to identify how to better serve and support underrepresented high school students with their post-secondary plans. In addition, they oversee the implementation of the annual L.E.A.P (Leading and Excelling, Professionally and Academically) conference held in the fall.
Responsibilities of the Inclusion, Access, and Success Co-Chairpersons
.
· Maintain budget and adhere to guidelines of the Finance & Budget Policies and Procedures
· Build and maintain relationships with key educational partners within the state to identify needs of underrepresented populations to better serve them.
· [bookmark: _Hlk125976542]Develop and promote programs and/or material that educate underrepresented students regarding their post-secondary options.
· Maintain effective and ongoing communications with Inclusion, Access, and Success counterparts at other affiliates.
· Attend Iowa ACAC Spring Conference, when possible, and report to the general membership.
· Attend MIDWest Conference, when possible, to assist in representing Iowa ACAC and the Executive Board.
· Attend the NACAC Conferences, when possible, to assist in representing Iowa ACAC and the Executive Board.



· Prepare and submit an annual budget to the Treasure and Executive Board.
· Attend all Iowa ACAC Executive Board meetings in person or virtually, when possible. 
· Support other Iowa ACAC committees, working closely with them as necessary, suggested, or requested.
· Other duties as assigned by the Executive Board or Iowa ACAC President.
· Coordinate Wine Down Wednesdays
· Identify a potential successor during the second year of the chair’s appointment and recommend their successor by a specific date during that second year.

Responsibilities of the Inclusion, Access, and Success Committee
· Attend all the committee meetings either in person or by conference call.
· Work with the Co-Chairs to determine appropriate programming and coordination of the L.E.A.P conference.
· Identify barriers and address the needs and interests of secondary counselors and college admissions professionals that work with underrepresented students.
· Develop a flyer for the Freddy Miranda Access Scholarship and promote to high school counselors. 
· Designate a subcommittee if necessary to select the recipients of the FMA Scholarship.



[bookmark: _Toc378437295]Professional Development & Practices Chairperson
Term - Three Years
The Professional Development and Practices Chairperson oversees the development and implementation of programs or forums for the professional growth and development of Iowa ACAC members.
Responsibilities of the Professional Development and Practices Chairperson
· Maintain committee budget and adhere to guidelines of the Finance & Budget Policies and Procedures.
· Coordinate appropriate events with the President-Elect and maintain communication with the President-Elect. 
· Coordinate all aspects of Admissions Counselor University (ACU) Workshop.
· Coordinate all aspects of Virtual Winter Admissions Counselor University (ACU).
· Coordinate all aspects of College to Counselors (C2C) Workshop
· Promotion of events through appropriate venues.
· Select and maintain committee members. 
· Attend Iowa ACAC Spring Conference and report to the general membership.
· Attend MIDWest Conference to assist in representing Iowa ACAC and the Executive Board.
· Attend the NACAC Conferences, when possible, to assist in representing Iowa ACAC and the Executive Board.
· Attend all Iowa ACAC Executive Board meetings in person or virtually, when possible.
Responsibilities of the Professional Development and Practices Committee
· Attend all committee meetings either in person or by conference call.
· 



· Work with the Chairperson to determine appropriate programming through which to deliver learning activities to members of Iowa ACAC.
· Address the needs and interest of secondary counselors and college admissions professionals through the programming. 
· Be sensitive to the locations of events to ensure all members have access to the events.
· Coordinate programs and forums by securing locations, obtaining speakers for sessions, managing logistics (i.e., food, parking, information packets, etc.), and communicate to guests about events and programming. 
· Promote participation in Iowa ACAC and encourage involvement.
· Identify a potential successor during the second year of the chair’s appointment and recommend their successor by a specific date during that second year.
· Invite public high school counselors to apply for grant funds to attend the state or regional ACAC affiliate meetings, the NACAC National Conference or NACAC Critical Components program.


[bookmark: _Toc378437296]Publications and Marketing Chairperson
Term - Three Years
The Publications and Marketing Chairperson oversees the development of the Scenes newsletter and blog and assists with other forms of communication within the Association, with the assistance of a small committee.
Responsibilities of the Publications and Marketing Chairperson
· Solicit updates and articles from members, via the listserv, for use in the Iowa ACAC blog and Scenes newsletter.
· Maintain committee budget and adhere to guidelines of the Finance & Budget Policies and Procedures
· Assist with Spring Conference publicity.
·    Assist other committees with publicity needs.
· 	Assist with updates to the Association’s social media pages 
· Solicit photographs from membership of Association events and maintain photo archive.
· Attend Iowa ACAC Executive Board meetings and provide committee updates.
· Attend Iowa ACAC Spring Conference and report to the general membership.
· Attend MIDWest Conference to assist in representing Iowa ACAC and the Executive Board.
· Attend the NACAC Conferences, when possible, to assist in representing Iowa ACAC and the Executive Board.
· Attend all Iowa ACAC Executive Board meetings in person or virtually, when possible.
· Identify a potential successor during the second year of the chair’s appointment and recommend their successor by a specific date during that second year.






Past Presidents Council Representative
Term – 3 years
e Past Presidents Council provides the Executive Board and the Association with the ability to pursue areas of interest and common endeavors to strategically advance the mission of Iowa ACAC and to improve the effectiveness of the Association’s work. From time to time, and as 

directed by the Executive Board, the Past Presidents Council will adopt an issue for further study and report to the Executive Board its findings. Meeting venues may involve face-to-face, conference call, Zoom, etc., and the Council’s schedule will likely be determined by the will of the group, but issue and project development is expected to be regular and ongoing. The Council will elect its own chair and the chair will represent the Council on the Executive Board. 

Transfer Committee Chairperson
Term – 3 years
The chairperson, with coordination of committee membership, will work with college partners involved in the transfer student and credit process.
Iowa ACAC Transfer Committee Statement of Purpose
The Iowa ACAC Transfer Committee seeks to support the diverse needs of transfer students by addressing the academic, social, and situational concerns. The committee aims to address these needs through the exchange of ideas and best practices with fellow members, as well as educating external constituents (i.e., students, community college advisors, high school counselors, etc.) about transfer policies and procedures, in an effort to improve the overall transfer experience of students in Iowa.

Responsibilities of the Transfer Chairperson
· Coordinate the Transfer Relations Committee membership and conduct annual meetings.
· Maintain a representative membership between Iowa Regents institutions, Iowa Private Colleges, and Iowa Community Colleges.
· Attend Iowa ACAC Executive Board meetings and provide committee updates.
· Inform membership of transfer related college fairs and events.
· Host roundtable meeting for admissions counselors and membership to discuss current topics and promote transfer related initiatives.
· Present current transfer programming and issue topics at membership conference and other college partner events.
· Contribute material for the Iowa ACAC blog and monthly Scenes newsletter.
· Attend Iowa ACAC Spring Conference, when possible, and report to the general membership.
· Attend MIDWest Conference, when possible, to assist in representing Iowa ACAC and the Executive Board.
· Attend the NACAC Conferences, when possible, to assist in representing Iowa ACAC and the Executive Board.
· Prepare and submit an annual budget to the Treasure and Executive Board.
· Identify a potential successor during the second year of the chair’s appointment and recommend their successor by a specific date during that second year.
· Attend all Iowa ACAC Executive Board meetings in person or virtually, when possible.
· Support other Iowa ACAC committees, working closely with them as necessary, suggested, or requested.
· Other duties as assigned by the Executive Board or Iowa ACAC President.
[bookmark: _Toc378437298]
Executive Assistant
The Executive Assistant is an employee of the Association, hired to conduct the business of Iowa ACAC and to administer its headquarters office, in accordance with policies and procedures established by the Board. The Executive Assistant’s employment or dismissal, and all matters related thereto, shall require a majority vote of the Officers. The Executive Assistant receives an annual salary paid on the 28th of each month.
[bookmark: _Toc378437299]Responsibilities of the Executive Assistant
· Serve as an ex-officio, non-voting member of the Iowa ACAC Executive Board.
· Attend all meetings of the Board and the annual general membership meeting, when possible.
· Attend MIDWest Conference, when possible, to assist in representing Iowa ACAC and the Executive Board.
· Attend the NACAC Conferences, when possible, to assist in representing Iowa ACAC and the Executive Board.
· Provide administrative support to the president and others as needed.
· Provide continuity of operations through annual leadership transitions.
· Assist Association’s president in annual report preparation, as requested.
· Maintain official database of member records and information.
· Coordinate the receipt of membership applications & fees, and deposit checks.
· Provide current membership reports to the Membership Chair as requested.
· Coordinate receipt of all event forms, maintain tracking, coordinate follow-up, and deposit checks.
· Assist the Treasurer with reconciliation of bank finances.
· Maintain Iowa ACAC listserv and e-mail blast functions.
· Compile, produce, and distribute the Iowa ACAC Roles and Responsibilities Manual for the Executive Board. 
· Maintain archival records, contracts, and other legal or official documents.
· Maintain historical records for 10 years past.
· Develop or update forms, as needed.
· Manage the Iowa ACAC website and other social media outlets.
· Act as the clearinghouse and processor of electronic communication to the membership.
· Inventory of Iowa ACAC property and materials.
· Maintain a master calendar for the President and Executive Board.
· Other duties as assigned.

[bookmark: _Toc378437300]Guidelines for Chairing a Committee
The following are guidelines for all Association members chairing any Association committee. Iowa ACAC has a tradition of excellence in the leadership and management of all standing, advisory, and ad hoc committees. As a volunteer, you play a significant role in making Iowa ACAC governance effective and productive.


Be Committed to Serve
Agreeing to be a committee chairperson means making a commitment to participate in the work of the committee. Chairpersons should prepare ideas in advance of the meetings, and actively participate in the meetings. Emergencies do arise, however, chairpersons are expected to attend all meetings, unless in the case of emergencies. If travel is a concern due to financial or time resources, or inclement weather, please arrange to attend via conference call. An 

Executive Board calendar follows this section, so members can work with their supervisors to plan accordingly. 

Service is Year-Round
Service as a chairperson is a year-round commitment. Committee chairpersons work on projects throughout the year, review materials, offer opinions, or monitor professional concerns. Service extends beyond coming to a committee meeting.

Maintain Iowa ACAC Membership
Committee chairpersons must maintain their active membership throughout their three-year term of appointment. Executive committee members are also encouraged to be a member of NACAC.

Offer your Experience and Expertise
Committee chairpersons selected offer Iowa ACAC their experience and expertise. This will help development and shape future policies, practices, publications, and general activities. We depend on you to share your ideas and implement them through your committee service.
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Guidelines for Serving on a Committee
The following are guidelines for all Association members serving on any Association committee. We strive for excellence in the leadership and management of all standing, advisory, and ad hoc committees. As a volunteer, you play a significant role in making Iowa ACAC’s mission effective and productive.

Offer your Experience and Expertise
The Executive Board seeks committee members who are enthusiastic. A willingness to be involved, and learn through participation, helps develop and shape the future of Iowa ACAC. We depend on you to share your ideas and implement them through your committee service.

Be Committed to Serve
Agreeing to committee membership involves making a commitment to participate fully in committee work. Members may be asked to prepare ideas in advance of meetings, actively participate in the meetings, and be present at all meetings. 

Service Will Be Year-Round
Committee members are often asked to work on projects throughout the year, review materials, offer opinions or monitor professional concerns. Service on a committee extends beyond coming to a committee meeting.

Maintain Iowa ACAC Membership
Committee members must maintain their active membership throughout their three-year term of appointment. All committee members are also encouraged to be a member of NACAC.
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[bookmark: _Toc332717711]Master Calendar of Events 2022-2023

	Month
	Day
	Event
	Location

	August 
	2-3
	Retreat
	Central

	Sept. 
	7
	Executive Board Meeting
	(TBD)

	Sept. 
	21-23
	NACAC National Conference
	Baltimore

	
	
	Iowa ACAC General Membership Meeting
	

	October
	TBD
	C2C 
	TBD

	November

	5-7
	Iowa School Counselor Association (ISCA) Conference
	Des Moines 

	
	
	LEAP Conference
	Mt. Mercy

	December 
	5
	Executive Board Meeting
	Drake

	January 
	TBD
	Winter ACU
	Virtual

	February


	8
	Exec Board Meeting
	ZOOM

	
	22
	Visit the Hill
	Des Moines, IA

	March

	1
	FMAS Scholarship Deadline
	

	April
	11
	Executive Board Meeting
	Dubuque

	May
	19-21
	MIDWest
	Dubuque

	June 
	TBD
	The RIDE
	

	July 
	TBD
	ACU
	TBD

	September 
	26-28
	NACAC
	Los Angeles
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