Expectations for ISTA Elected Executives

Secretary (two-year position)
Member of the Executive Committee and Board of Directors

· Attends all Executive Board meetings (generally January, May, August) and Board of Directors meetings (March, June, November), the General Membership meeting (November), and other meetings as called by the President.

· The Secretary records the proceedings of the Executive Board, the Board of Directors, and the General Memberships meetings. He/she then forwards a copy of the minutes to members of the Executive Board and the Board of Directors (as appropriate) and posts the minutes on the ISTA forum. The Secretary makes any changes to the minutes, in order to ensure their accuracy, subject to approval by the appropriate governing body.  S/he must be an active ISTA and NSTA member.  The Secretary performs other duties as requested by the President.

· Attends and contributes to all Executive Board meetings (generally January, May, August; generally 4-5 hrs, each) and Board of Directors meetings (March-1.5 days, June- 1.5 days, November, in conjunction with fall conference, including the General Membership meeting-generally 2.5 days), and other meetings as called by the President.

· 2-3 hours prior to each meeting to download, read, and prepare documents as board member; 

· 1-2 hours prior to meetings to work with President on meeting agenda development and refinement.

· 3-4 hours after each meeting to prepare and edit minutes, forward to appropriate parties, and post on the forum as Secretary

· 1-3 hours per month to perform other duties, as needed.

ISTA Vice-President (two-year position)

Member of the Executive Committee and Board of Directors

· Attends and contributes to all Executive Board meetings (generally January, May, August; generally 4-5 hrs, each) and Board of Directors meetings (March-1.5 days, June- 1.5 days, November, in conjunction with fall conference, including the General Membership meeting-generally 2.5 days), and other meetings as called by the President.  Preparation time for meetings:  1-3 hours

· Serves as the chair of the Finance Committee.  The Finance Committee, whose members must include ISTA Treasurer and Executive Director as ex-officio members, is responsible for preparing the ISTA budget and approving funding requests.  General time demands: 2-4 hours/month

· Ex-officio member (without vote) of all ISTA Standing Committees.  

· The Vice-President performs ISTA duties of the President if that person is absent or unable to do so, and 

· S/he must be an active ISTA and NSTA member.

ISTA President-Elect, President, Past-President

ISTA has traditionally encompassed a six-year commitment for the leadership roles for our President.  This includes a two-year term as President-Elect, then two years as President, followed by two years as Past-President.  All three positions are members of the ISTA Executive Committee and Board of Directors.  

The following responsibilities are explained for the term of President, based on the current strategic plan of ISTA, as well as the infrastructural responsibilities for the organization.  This responsibility requires the special credibility of science classroom experience, leadership building readiness, and an innovative creativity to address long-identified, but unmet needs, or those needs that have not yet been imagined.
· Advocacy 

· Listening and responding effectively to individual and collective voices of membership, as well as teachers of science, their administrators, the leaders and participants in the educational pipeline of teachers of science

· Build a dependable, broadened and deepened collaboration with ISBE as the voice of science educators in Illinois

· MAKING ISTA VISIBLE 

· Membership

· Focused promotion of networking within and between ISTA regions

· Focused attention to meeting membership needs 

· Focused attention to address needs of teachers of science throughout Illinois

· Empowering full membership to active roles in ISTA and science education leadership

· NETWORKING WITH MEMBERS TO SHARE AND GATHER INFORMATION

· Professional Development

· Oversight of annual conference successes and challenges

· Special oversight of President’s Luncheon 

· Expanding opportunities statewide and regionally and locally for teachers of science to excel in their classrooms and learning communities

· BUILDING LEADERSHIP TALENTS AND SKILLS AMONG MEMBERS

· Partnership

· Representation of ISTA through communications and participation

· Leading a multi-faceted leadership capacity for ISTA for new teachers, their teacher-educators, supervising teachers, retiring experts, and student affiliate organizations

· Connecting ISTA to the specializations of other science-embracing organizations to boost our individual and collective successes.

· MAKING ISTA VISIBLE 

· Infrastructure

· Oversight of contractual obligations with consultants

· Contract development, refinement

· Evaluation of services for continuation or non-renewal

· Oversight of partnership development and support

· Oversight of financial well-being of organization

· Monthly approval of payments

· Oversight of standing and ad hoc committees

· Planning and facilitation of all Executive and Full board meetings

· Communications with full board and consultants for updates, challenges, questions, ideas, etc.

· Facilitate e-communications capabilities for organization and membership

· ISTA INFRASTRUCTURAL RESPONSIBILITIES

· Full participation in ISTA decision-making, with reimbursement of travel expenses; lodging and meals provided and hopefully no school day conflicts.

· Three full board meetings, annually

· following fall conference, generally on Saturday afternoon;

· March (generally 2nd or 3rd Friday evening and Saturday, depending on Easter/Passover, ISAT, NSTA conflicts, etc.)

· June (generally 3rd or 4th Friday evening and Saturday)

· Three Executive board meetings for preparation for next board meetings, etc.

· Late January, following closure of election, with evaluation of contracts for renewal
· Early May
· August/September
· Communications by email and ISTA Leadership Forum 

· ISTA Board Reports

· Generally one-page report of status of opportunities, challenges, etc.; shared among full board for understanding and ideas to replicate

· Attend and participate/work at ISTA conference 

· Participation in ISTA standing and ad hoc committees as ex officio member, providing specific charges for each.

· Oversight of two-year cycle for the development, refinement, and success of ISTA strategic plan, working collaboratively with President-elect. 

GENERAL TIME EXPECTATIONS

As President
· Averaging 5 hours/week generating and responding to ISTA communications. 

· Approximately 3-8 days/month through the year for meetings and meeting preparations, submission and review of officers, directors and committee reports, communications with board and partners; etc.) 

As President-Elect 

· In addition to working cooperatively with the President and serving as the parliamentarian, the President-Elect facilitates the Strategic Planning Process which develops goals for his/her presidential term; probably 10-12 hours on planning drafts following the June board meetings

· Averaging 5 hours/month; with additional responsibilities for review and preparation for meetings as necessary. 

As Past-President:

· In addition to advising and assisting the President and serving on the Archives Committee, the Past-President coordinates elections and chairs the Nomination and Election Committee; probably 40 hours in preparations for recruitment and elections, spread over the year.
· Averaging 5 hours/month; with additional responsibilities for review and preparation for meetings, as necessary.

