
College Instructors of Reading Professionals

Policies and Procedures

The Bylaws Committee shall review and update the Policies and Procedures to reflect changes in the Bylaws. Any changes should be reviewed by the Executive Committee and shall be adopted by the College Instructors of Reading Professionals Board of Directors 

Officers of the College Instructors of Reading Professionals

President

Qualifications



The President of CIRP shall

1. Maintain membership in CIRP, IRC, and ILA.

2. Be familiar and in agreement with the mission, vision, and goals of IRC and CIRP.

3. Be a member in good standing of CIRP.

Job Description


The President of CIRP shall

1. Preside at meetings of CIRP.

2. Appoint a Parliamentarian as needed in consultation with the Executive Committee. 

3. Act as official representative of CIRP.

4. Coordinate the activities and supervise the affairs of CIRP to insure the implementation of its purposes.

5. Attend all meetings of the IRC Board of Directors and serve as a voting member as a representative of CIRP.

6. Appoint special or ad hoc committees as needed.

7. Share with the Board of Directors communications from IRC and ILA and other educational leaders.

8. Attend the IRC Annual Conference.

9. Attend the IRC Annual Leadership Workshop.

10. Serve an ex-officio member of all committees except the Budget and Finance Committee and the Nominating Committee and their work.

11. Promote membership at the local, state, and international levels.

12. Upon receipt from the treasurer, authorize approval of payment forms up to the amount indicated in the approved CIRP operating budget. The completed Approval of Payment Forms shall then be submitted to the Treasurer for payment.  

13. Communicate with and supervise the programs of the various standing committees and special committees.

14. Perform such duties as are assigned by the Executive Committee or the Board of Directors.

15. Maintain close communication with the Regional Director for Region 10.

16. Maintain a positive relationship with other professional and educational organizations throughout the state and beyond.

17. Receive from predecessor all necessary information, recommendations, materials, and records.

18. At the end of his/her term of office, submit to successor all necessary information, recommendations, materials, and records. 

19. Upon completion of his/her term of office, become the Immediate Past President.

Recommendations

The President of CIRP should 

1. Review the CIRP Bylaws and Policies and Procedures.

1. Schedule and announce all Board of Directors meetings as early as possible.

2. Attend as many committee meetings as possible.

a. Be prepared to greet visitors from the IRC Executive Committee, the Region 10 Director, or members of other IRC councils.
b. Send thank-you notes to visitors and send copies of the notes to the ILA State Coordinator.
3. Share all CIRP business communications with the President Elect.

4. Use social media as a means of providing information about current issues to members.

President Elect

Qualifications


The President Elect shall

1. Maintain membership in CIRP, IRC, and ILA.

2. Be familiar and in agreement with the mission, vision and goals of CIRP, IRC, and ILA.

3. Be a member in good standing of CIRP.

Job Description


The President Elect shall

1. Attend Board of Directors and Executive Committee meetings.
2. Serve as presiding officer of the Board of Directors and the Executive Committee if the President is absent, incapacitated, or resigns. 
3. Assume the office of the President for the remainder of that term of office if the President resigns, or the office is otherwise vacated. 
4. Represent CIRP at IRC Board of Directors meetings if the President is unable to attend.
5. Serve as Program Chair and coordinate all functions of the Program Committee.
a. Work closely with the Budget and Finance Committee to develop a budget for each CIRP event to submit to the Executive Committee for recommendations and to the Board of Directors for approval. 

b. Work with the Executive Committee, especially with the Treasurer, to develop a clear understanding in writing with all presenters concerning honoraria, if any, and expenses, as well as Board Members’ specific assignments and responsibilities.

c. Meet with officials from the event site to arrange for rooms, furniture, technology, food delivery and access for set-up.

d. Coordinate with the Membership Committee to include a Membership Table with appropriate materials and personnel for each CIRP event.

e. Coordinate with the Secretary to arrange for registration, check-in, and name badges for all CIRP events and to determine the needs for registration. 

f. Coordinate with the Executive Committee and Treasurer to establish fees for all CIRP events and arrange for the payment and deposit of all fees. 

g. Coordinate with the Hospitality Committee to arrange for greeting visitors and participants at CIRP events as well as to arrange for any refreshments to be served.

h. Coordinate with the Research and Studies Committee to develop an evaluation instrument for each event.

i. Coordinate with the Professional Learning Committee to apply for Clock Hours for events as needed; approval must be obtained 30 days prior to publicizing the event. Instructions must be provided for participants following the event, and a list of qualified participants must be submitted to the IRC Office and the ILA State Coordinator within one week of the event. 

6. Attend the IRC Annual Conference.
7. Attend the IRC Annual Leadership Workshop.
8. Receive from predecessor all necessary information, recommendations, materials, and records.
9. At the end of his/her term of office, submit to successor all necessary information, recommendations, materials, and records. 
10. Upon completion of his/her term of office, become the President.
Recommendations


The President Elect should

1. Review the CIRP Bylaws and Policies and Procedures.

2. Attend all CIRP events

3. Maintain communication about the organization and conference with the President and ILA State Coordinator 

4. Notify the President of all Program Committee meetings.

5. Attend as many committee meetings as possible to become familiar with the functions and traditions of the committee.  

Secretary


Qualifications



The Secretary shall

1. Maintain membership in CIRP, IRC, and ILA. 

2. Be familiar and in agreement with the mission, vision, and goals of CIRP and IRC.

3. Have exhibited the ability to keep proper records, take minutes and disseminate information.


Job Description



The Secretary shall

1. 
Accurately record all minutes of the Board of Directors meetings and the Annual Membership Meeting, maintaining a permanent record of such minutes.

2.
Attend all Board of Directors meetings and the Annual Membership Meeting. 

3.
Attend the Annual IRC Conference.

4.
Attend the Annual IRC Leadership Workshop.

5.
Make available within two weeks of the Board of Directors meeting, draft copies of the minutes of each Board of Directors meeting to all members of the Board of Directors. 

6.
Maintain communication with the President and other members of the Board of Directors regarding all matters of the organization.

7.
Perform duties as assigned by the Board of Directors.

8.
Receive from predecessor all necessary information, recommendations, materials, and records.

9.
At the end of his/her term of office, submit to successor all necessary information, recommendations, materials, and records. 

Recommendations



The Secretary should

1. Review the CIRP Bylaws and Policies and Procedures.

2. Review previous minutes to become familiar with CIRP minutes format and content.

3. Audio record all meetings to assist in preparing minutes. This is for secretary’s use only.

Treasurer


Qualifications


The Treasurer shall

1. Maintain membership in CIRP, IRC, and ILA. 

2. Be familiar and in agreement with the mission, vision, and goals of CIRP and IRC.

3. Be familiar with standard and accepted procedures for maintaining accurate and complete financial organizational records.


Job Description



The Treasurer shall


1. Develop an operating budget for the year in collaboration with the Board of Directors.

2. Attend the Annual Membership meeting and all Board of Directors meetings.

3. Attend the Annual IRC Conference.

4. Attend the Annual IRC Leadership Workshop.

5. Within thirty days of assuming office, obtain access to the council’s bank accounts and ensure that all appropriate officers are listed as having signature authority on the council’s accounts.

6. Deposit all monies in appropriate accounts in a timely manner.  

7. Be responsible for reviewing accounts of all monies, bills, and payment authorizations of the council.

8. Submit a written financial statement at each Board of Directors meeting.

9. Receive all Approval of Payment forms for invoices or reimbursements.  Check the forms for accuracy, supporting receipts, and compliance with the budget. Each form shall be approved and forwarded to the President for final approval. Copies of approved payment forms shall be maintained.  

10. Alert the President when any line item approaches the budgeted amount. Funds may be transferred from the reserve fund or from the general miscellaneous account up to 10% over the budgeted amount of the account with approval from the Executive Committee. Amounts greater than 10% must be approved by the Board of Directors. Authorization for payment from a depleted account will be withheld until appropriate approval is given. 

11. Present an annual financial report to the Board of Directors at the end of each fiscal year.

12. Attend Budget, Finance, and Strategic Planning Committee meetings as a member and oversee the preparation of the budget. 

13. Perform such duties as are assigned by the Board of Directors.

14. Receive from predecessor all necessary information, recommendations, materials, and records.

15. At the end of his/her term of office, submit to successor all necessary information, recommendations, materials, and records.

Recommendations



The Treasurer should

1. Review the CIRP Bylaws and Policies and Procedures.

2.
Maintain accurate and current records of revenues, expenditures and current budget accounts. 

4. Obtain authorized signatures (President, Treasurer and President Elect) for the bank, with only one signature necessary for each check.

5. Keep records of Payment Approval forms.

6. Encourage the timely submission of all bills for payment so that the books may be closed by the end of the fiscal year.

Immediate Past President


Qualifications 


The Immediate Past President shall

1. Maintain membership in CIRP, IRC and ILA. 

2. Be familiar and in agreement with the mission, vision, and goals of CIRP and IRC.

3. Have just completed a term as President.


Job Description


The Immediate Past President shall

1. Attend all Annual Membership Meetings and Board of Directors meetings.

2. Attend the Annual IRC Conference.

3. Attend the Annual IRC Leadership Workshop.

4. Serve as chair of the Nominating Committee.

5. Prepare nomination forms, collect candidate information, and prepare ballots for the election of officers.

6. Submit a slate of candidates to the Board of Directors for approval. 

7. Distribute electronic ballots and candidate information to members. Count the votes.

8. Report the election results to the Board of Directors immediately following the election; report the results to members via email and report the results at the Annual Membership Meeting held at the IRC Conference.  

9. Chair the Bylaws, Policies, and Procedures Committee.
10. Perform such duties as by the Board of Directors.

11. Receive from predecessor all necessary information, recommendations, materials, and records.

12. At the end of his/her term of office, submit to successor all necessary information, recommendations, materials, and records. 


Recommendations


The Immediate Past President should

1. Review the CIRP Bylaws and Policies and Procedures.

Director of Membership 

Qualifications



The Director of Membership shall

1. Maintain membership in CIRP, IRC and ILA. 

2. Be familiar and in agreement with the mission, vision, and goals of CIRP and IRC.

3. Have demonstrated leadership capabilities, specifically as they relate to the organization of membership promotional activities and campaigns, and the ability to work cooperatively with other council officers, committee chairs, and membership directors in carrying out this responsibility.


Job Description



The Director of Membership shall

1. Chair the Membership Committee. Collaborate with the committee to develop a comprehensive membership promotion plan across all colleges and universities in the state.

2. Establish strategies to meet CIRP's membership goals.

3. Prepare and submit to the Budget Committee a budget for the Membership Committee.

4. Attend the Annual IRC Conference.

5. Attend the Annual IRC Leadership Conference.

6. Review the status of the council's membership at each Board of Directors meeting.

7. Assist the Preservice Teachers Conference Committee with activities for preservice teachers at the state conference. 

8. Promote student attendance at the Annual IRC Conference.

9. Promote Early Career Memberships as provided by IRC.

10. Establish a communications network among colleges and universities.

11. Submit membership news and promotional items for inclusion in CIRP and IRC newsletters.
12. Post membership news on the council’s website and social media venues.

13. Perform such duties as assigned by the Board of Directors.

14. Receive from predecessor all necessary information, recommendations, materials, and records.

15. Submit to successor all necessary information, recommendations, materials, and records upon the end of his/her term of office.

Recommendations


The Director of Membership should

1. Review the CIRP Bylaws and Policies and Procedures. 

2. Poll members to determine why they joined CIRP. Analyze results and report to the Board of Directors.

3. Poll members to determine effective incentives for membership campaigns. 

4. Collaborate with the Studies and Research Committee to track preservice teacher members through the first five years of teaching to try to correlate membership with effectiveness and satisfaction.

ANNUAL MEMBERSHIP MEETING

The Annual Membership Meeting shall be held during the IRC Conference each year and shall include the following items:

1. An agenda including Business to be presented by the President.

2. A summary of CIRP accomplishments for the year to be presented by the President.

3. A report of the conference attendance to be presented by the President Elect.

4. A Resolution of Appreciation to be presented by the Vice President.

5. An annual report and financial statement to be presented by the Treasurer.

6. A report from the Nominating Committee with election results to be presented by the Past President.

7.
Items from the floor.
COMMITTEES OF CIRP

General Expectations and Guidelines

All CIRP Committees shall adhere to the following guidelines:
1. The President is an ex-officio member of all committees except the Nominating Committee and the Budget and Finance Committee.  As such, the President should be notified of all committee meetings and should receive a report of any actions or decisions made.

2. Standing and Special Committee Chairs should attend all Board of Directors meetings and should present a report at each meeting of the Board of Directors.  A committee member alternate may attend the Board of Directors meeting in place of the Chair when necessary.  In such cases, the alternate shall report and vote in the chair's place. 

3. Committee chairs should also provide articles relevant to their committees’ charges for inclusion on the council website and in council and IRC newsletters as well as posting news to social media venues. 

4. Committees presenting awards and grants shall make the current guidelines and applications available to the Board of Directors for approval. Announcements of awards and grants should be posted on the council website and on social media outlets; they should also be emailed to the general membership.

5. All standing and special committees should have at least three members
6. Each standing or special committee chair shall submit all materials, reports, and suggestions to the succeeding committee by the close of the Annual Leadership Workshop.
7. Standing and special committees should submit materials they wish to publish to the Publicity and Publications Committee for approval. 
Standing Committees

1. Standing Committees shall remain from year to year.  Standing Committees generally function in roles that encompass the governance of CIRP or focus on topics that cover all areas of literacy.

2. Chairs of the Standing Committees are established by their roles on the Board of Directors and are approved at the final Board of Directors meeting prior to the Annual Leadership Workshop. 

3. Members of the standing committees shall be selected by the chair. The names of committee members shall be submitted to the Board of Directors before the Annual Leadership Workshop.

4. Members of Standing Committees shall maintain membership in CIRP and IRC.

5. Standing Committees of CIRP include:

a. Budget, Finance, and Strategic Planning Committee  
b. Bylaws, Policies, and Procedures Committee 
c. Program Committee
d. Membership Committee 
e. Nominating Committee
Standing Committee Responsibilities


Budget, Finance, and Strategic Planning Committee

The Budget, Finance, and Strategic Planning Committee shall

1. Be composed of the Board of Directors with the President as Chair.

2. Review the audit from the previous fiscal year and submit a report to the Board of Directors, preferably at the first regular meeting of the fiscal year, but no later than the second regular meeting.

3. Prepare a proposed balanced budget for the upcoming year determined by:

a. Goals of the President  

b. Recommendations from the Treasurer
c. Requests of the Program Committee Chair (President Elect)
d. Requests from committee chairs
e. Requests by other officers
4. Submit the proposed budget for approval at the Annual Leadership Workshop. The budget should include a line item for ad hoc committees which are formed during the fiscal year.  If such a line item is included, the President shall be empowered to designate funds to newly appointed ad hoc committees. If such a line item is not included, the Board of Directors may utilize funds from the contingency line item to authorize expenditures for such committees.
5. Develop a strategic plan for CIRP
a. 
Monitor the workings of CIRP to:

1) Assess productivity





2) Observe progress

3) Provide direction as needed

4) Gain insights into ideas for the future

5) Analyze the current situation from both internal and external vantage points.

6) Collect information from members of the Board of Directors on ideas for future development.

7) Based on information collected, shall build a comprehensive plan for future growth and suggestions for achieving success in that growth.

8) Write the plan in an easy-to-understand and easy-to-execute format and make sure it is aligned with the overall goals of CIRP.

Bylaws, Policies and Procedures Committee

The Bylaws, Policies and Procedures Committee shall

1. Be composed of the Immediate Past President and President Elect as Co-Chairs along with one other members, with an attempt to have all areas of the state represented.

2. Submit proposed changes to the Board of Directors in writing prior to the meeting in which the changes will be voted upon.

3. Keep the Bylaws and Policies and Procedures documents in agreement.

Program Committee

The President Elect is Chair of the Program Committee.
The Program Committee is responsible for planning all CIRP professional learning 
functions. The Program Committee shall

1. Work closely with the Budget and Finance Committee to develop a budget for each CIRP event to submit to the Board of Directors for approval. 

2. Work with the Board of Directors, especially with the Treasurer, to develop a clear understanding in writing with all presenters concerning honoraria, if any, and expenses, as well as Board Members’ specific assignments and responsibilities.

3. Meet with officials from the event site to arrange for rooms, furniture, technology, food delivery and access for set-up.

4. Coordinate with the Membership Committee to include a Membership Table with appropriate materials and personnel for each event.

5. Coordinate with the Secretary to arrange for registration, check-in, and name badges for all events and to determine the needs for registration. 

6. Coordinate with the Board of Directors and Treasurer to establish fees for all events and arrange for the payment and deposit of all fees. 

7. Coordinate with the Hospitality Committee to arrange for greeting visitors and participants at events as well as to arrange for any refreshments to be served.

8. Coordinate with the Research and Studies Committee to develop an evaluation instrument for each event.

9. Coordinate with the Professional Learning Committee to apply for Clock Hours for events as needed; approval must be obtained 30 days prior to publicizing the event. Instructions must be provided for participants following the event, and a list of qualified participants must be submitted to the IRC Office and the ILA State Coordinator within one week of the event. 

Membership Committee

The Membership Committee shall

1. Be composed of the Director of Membership as Chair and other members as selected by the Director

2. Promote membership across all colleges and universities throughout the state.

3. Encourage CIRP members to be members of ILA.

4. Staff a Membership Table at CIRP events.

5. Promote Early Career Membership in IRC.

6. Coordinate with the IRC Student Committee to promote student participation at the Annual IRC Conference and to plan for the Student Event at the conference.

7. Develop a network of contact persons at institutions of higher education within the state who will be responsible for promoting membership among students.

8. Work closely with the ILA State Coordinator in the establishment of student interest councils on campuses.

Nominating Committee

The Nominating Committee shall

1. Be composed of the immediate Past President as Chair and one other member at large. 

2. Prepare a slate of candidates for the following:

a. Recording Secretary and President Elect, elected during even-numbered years.

b. Treasurer and Director of Membership, elected during odd-numbered years.

3. Solicit nominees from the membership across the state.

a. Nominees should show willingness to serve, if elected, by a signed statement accepting the nomination.

b. An attempt should be made to rotate geographical residence of officers to represent the various areas of the state.

4. Require that Candidates submit information forms by March 1. Forms shall include:

a.
 Professional data

b.
 Educational data
c.
 Professional background
d.
 Membership in Education Organizations
e.
Professional and Community Services

f.
Career Summary

g.
Desired Goals for CIRP

5. Screen nominees to insure they:

a. Are members in good standing of CIRP, IRC, and ILA.

b. Meet other qualifications listed for each officer.

c. Are cognizant of the duties of their respective offices as set forth in the CIRP Bylaws and Policies and Procedures.

 
6.
Adhere to the following timeline:  
	Date
	Action to be Taken

	February 28
	Nominations due to the Nominating Committee Chair

	March 5
	Present the slate to the Board of Directors for approval

	March 15
	Distribute the ballots and candidate information to the Membership

	April 5
	Ballots are due to the Nominating Committee

	April 10
	Results of the election are validated by the Board of Directors

	April 14
	The President submits the Officers Report form to IRC and the ILA State Coordinator 


7.
Keep a file of the names of people contacted for offices and a list of prospective officers for future reference.

Special Committees

Special Committees are formed to focus on specific topics or areas of literacy as needed and may be dissolved by the Board of Directors.

1.
Special Committees shall be comprised at least three members. 

2.   Members of Special Committees shall be members of CIRP or serve in advisory capacities as appointed by the Committee Chairs.

3. 
Chairs of the Special Committees are appointed by the President-Elect in consultation with the      President, and they are approved by the Board of Directors at a meeting prior to the Annual Leadership Workshop.  

a. The term of office for a Special Committee Chair shall be three years with the opportunity to be reappointed for additional terms. 

b. The Chair should have served on that committee previously and should have prior information of the recent deliberations and decisions of the committee. 

4.
One week prior to each Board of Directors meeting, each committee chair should submit a report to the President.
5.
Special Committees of CIRP include:

a. Advocacy Committee 
b. Community and Family Literacy Committee, which includes Illinois Reads
c. Educational Media Committee 
d. International Projects Committee 
e. Professional Learning Committee 
f. Publicity and Publications Committee  
g. Research Committee 
Special Committee Responsibilities

Advocacy Committee

The Advocacy Committee shall

1.
Be composed of the chair and at least one other member.

2. 
Review and monitor state and federal legislation relating to literacy education. 

a. 
Notify members of recommended action relative to legislation as appropriate. 

b. 
Work with legislators and professional organizations about action relative to legislation as appropriate.   

c. 
Work with the IRC ISBE liaison to stay current with education issues. 

3. 
Draft strategic plans for improving literacy opportunities for the state of Illinois. These plans will be made with the intention of supporting literacy education and access for all.

4.
Establish a working relationship with members to develop necessary support materials and to help keep the public and members informed.

5
Prepare a report to the Board of Directors keeping it updated on what is happening at the state and federal levels.

6.
Submit items the committee wants to publish for distribution beyond the membership of IRC to the Publicity and Publications Committee for review.
Community and Family Literacy Committee     

                         


The Community and Family Literacy Committee shall

1.
Be composed of a chair, an advisory group, and one liaison representing each local and special interest council. 

2.
Address issues dealing with the impact of intergenerational literacy and society.

3.
Promote programs and information that foster the literacy of adult learners, children, and families.

4.
Collect and disseminate ideas to encourage community and family literacy in Illinois schools, libraries, and communities.

5.
Maintain contact with the Family Literacy Committee and the Illinois Reads Committee of CIRP as well as the Adult and Family Literacy SIG of ILA and other state councils to receive information regarding community and parent involvement at the national and state levels.

6.
Submit items the committee wants to publish for distribution beyond the membership of CIRP to the Publicity and Publications Committee for review.

7. Support and promote the Illinois Reads Project of IRC.

Educational Media Committee                      

The Educational Media Committee shall

1. Be composed of a chair and at least one other member.  

2. Provide leadership and training in the use of media, technology, and their applications.  

3. Investigate available technologies that could be used to support the mission of the CIRP.

4. Submit information to media, such as the website, newsletters, and social media to share information about statewide and local activities in educational technology.

5. Serve as a liaison between CIRP and other educational media sources 

6. Submit items the committee wants to publish for distribution beyond the membership of CIRP to the Publicity and Publications Committee for review.

International Projects Committee





The International Projects Committee shall

1. Be composed of the chair and at least one other member.  

2. Promote literacy internationally, focusing on providing resources in third world countries.

3. Encourage members to become involved with international projects to increase literacy in specific countries where illiteracy is problematic.

4. Collect and disseminate information about potential international projects.

5. Submit items the committee wants to publish for distribution beyond the membership of CIRP to the Publicity and Publications Committee for review.

Professional Learning Committee



The Professional Learning Committee shall    
1. Be composed of a chair and at least one other member.

2. Collaborate with the IRC Professional Learning Committee to provide high-quality professional learning opportunities for educators throughout the state.

3. Provide guidance and resources to members via multiple venues.

4. Seek and share best practices in educational initiatives and effective professional development to support all grade levels and content areas.

5. Submit items the committee wants to publish for distribution beyond the membership of CIRP to the Publicity and Publications Committee for review.

Publicity and Publications Committee  

The Publicity and Publications Committee shall
1.
Be composed of the Secretary of CIRP as Chair and at least one other member. 

2.
Share ideas and recommendations to promote CIRP, IRC and ILA.
3.
Provide CIRP news updates to members and to IRC. 

4.
Explore the need for publications in literacy potentially sponsored by the council and present them to the Board of Directors for approval. 

5.
Review and approve any publications generated by CIRP Committees and affiliated groups to be disseminated beyond the CIRP membership. 


Research Committee
The Research Committee shall

2. Be composed of a chair and at least one other member
3. Conduct research on behalf of CIRP.
4. Disseminate information about relevant research to members.

5. Provide support to members’ activities as producers or participants in research.

Ad Hoc Committees
Ad Hoc Committees shall

1. Serve for the period specified by the President with the opportunity to be extended by the succeeding President.

2. Be represented on the Board of Directors by a chair who serves as a non-voting member of the Board.

3. Have at least three members.

4. Report the progress of the committee to the President, Executive Committee, and the Board of Directors.

5. When requested, make recommendations to the President, Executive Committee, and the Board of Directors as to whether the committee should become a Standing Committee, a Special Committee or a Special Interest Council.

Approved April 9, 2018


