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The Starting a Professional Child and Y outh Care Organization manual was first
developed by Gail Loose and Mike Graham for the National Organization of Child Care
Worker Associations (NOCCWA) in the 1980s. It was revised and updated by Jeff Kreeb
and Frank Ecklesfor ACY CPin 2005.
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Association for Child and
INTRODUCTION

The Association for Child and Y outh Care Practice, Inc. (ACYCP) is anationd
organization of state and regional child and youth care associations, agencies, and
professionals committed to improving the field of child and youth care. ACY CP provides
leadership and professional representation for the thousands of child and youth care
workersin the United States working in early childhood education, foster care, group
homes, residential treatment centers, corrections facilities, after school programs,
community youth development, recreationa and disabilities programs.

ACY CP conti the work of the National Organization of Child Care Worker
Association 'A), which officially began operations in 1977 and was replaced by
ACYCPin 1998.

ACY CP, anon:profit cofpo
code, isavoluntary educati , SC
support and develop programs,
competence and professional st.
is a commitment to increase the publi
care and its direct relationship to the

ion tax exempt under section 501(c)(6) of the IRStax
tific and professional organization whosepurposeisto
ivi and organizations which will enhance the
youth careworkers. Included inthispurpose
ss of the need for quality child and youth
eof society.

ACYCP’s philosophy is found the @ that child, youth and family care
professionals value and respect all individuals andsfamilies and, therefore, ensure that
services are sensitive to and nondiscriminatory of clientsand onalsregardlessof race,
color, ethnicity, national origin, nationa ancestry, age, g sexual orientation, marital
status, religion, abilities, mental or physical handicap, p ief, political affiliation, or
Socioeconomic status.

Since it’s beginning in 1998, ACYCP has:

= Collaborated with the Council of Canadian CY C Associationgito offer the
International Child and Y outh Care Conferences every three years since the 1982.

=  Published the Journal of Child and Y outh Care Work in cooperation with the
CYC Learning Center at the University of Wisconsin — Milwaukee and Concordia
University, Canada. This peer-reviewed journal is devoted to the promotion of
professional child and youth care practice and practitioners that publishes a broad
range of articles of interest to academics, students and practitioners who are
concerned with all aspects of intervention with young people.

= Sponsored the North American Certification Project in collaboration with the
International Leadership Coalition for Professional Child and Y outh Work. This

Page 1



project has conducted a meta-analysis of CY C competencies that span all major
practice settings and developed a national credentialing program for professional
CYC practitioners.

= Sponsored the development of an international code of ethics specificto CYC
practice that has been adopted in many states and in Canada.

= Sponsored Project Outreach to assist in the development and expansion of |ocal
CY C professional organizations. This committee is working with groupsto
identify and provide resources to local and state groups that are working to
organize CY C practitioners; identify key conferences and groups that can help
with the dissemination of information about national professiona programs; and
' d organizationa support.

ortunities for individuals and groups interested in
igher quality training and educational opportunities for

state association is an important part of the
titioners. It provides education and training
orking, conferences, and socia events.
iopal association enhancesworker morae

3ers of ACY CP alow each member
and developmentsin the field on a

Research has shown that involvement
and job satisfaction. State associatio
access to vital information about events,
national level.

The proliferation of CY C professional organizatiopSf1s a critical step in the
evolution of professional CY C practice. Review of th development of other

professions (social work, psychology, education, etc.) h wnithat the leadership and
vision of mature professionals within the field, coupled with ort from state
and local groupsisakey step in the evolution of a profession: people who
work within afield of study realize the value of their contributio ciety and begin to
actively work together to define knowledge and skills competencies, gstablish standards
of ethical practice, and begin regulating professional membership, this marks the
emergence of atrue profession. We, as CY C practitioners, have arrived at this place and
invite you to join with usin creating a future where children and youth in North America
have well prepared, competent, professional care givers available to meet their

devel opment needs.
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Aot Gk PURPOSE AND OVERVIEW

The purpose of this manud is to assist individuals and groups in the process of
developingaprofessional child and youth care association. Thefirst chapter will recommend
severa steps to develop a group identity and begin the process. When these steps are
satisfied, those involved can move on to the following chapters that will identify other
important tasks to complete. There is no specific order to follow. Once the founding
members have followed through on the stepsin Chapter 1, the chronology of the rest of the
work will fall into place. Most of the chapters have an appendix to offer anillustration of the
suggested task. The final chapter will offer suggestions to assist in fine tuning and
maintaining the on and resources for additional help.

Why form
time and dedicatio

? Y ou are embarking on a process that will require much

interaction and collaboration, sharing
accomplish, arerich with opportunity The processisal so often challenging and
fraught with disagreement and frustr )
working together we can establish better Waysta's the development of children and
youth. It isaworthwhile goal to pursue. It €an chaage'the world as we know it.

sisheping othersto
seethevaluein being aprofessional and to giving back to the joR. through work with
your association. Valuing diversity of opinion, modeling constructive pr@blem solving, using
your knowledge of group dynamics and leadership to create envir ts where peopleare
comfortable, engaged and growing is what we, as professiona CY Cgpractitioners, do. If
what we know as CY C practitonersistruly important and truly beneficial to the children and
youth we serve, theinformation is also important enough for usto use as we work with one
another.

Groups form and continue because they offer something of value to the community
they serve. What are you offering? Y ou will be successful when you bring somethingto the
community that is needed and accessable. Is that better training or credentialing or a
newsletter or group insurance? Is that a state conference offered once a year or frequent
regional one-day-trainings? Isit someone who attends state and national policy meetingsto
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represent their concerns? Most peoplejoin groups out of self-interest — What’s in it for ME?

A good test for anything your group plansto do isto ask yourself: What isthe benefit of this
activity? Arewe offering something that is needed and not offered by someone else? Who
will benefit from our work? 1If you are not benefiting children, youth and the people who
work with them, this may not be an activity you need to pursue.

Another consideration is whether or not to devel op something on your own. Many
people are involved in the movement to professionalize child and youth care work. Much
important work has already been done. We are at a point where collaboration and mutual

support is possible and desirable. There is no need to ‘reinvent the wheel’. It is in this spirit
that the following manual has been devel oped and made available.

o
J—%
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e g CHAPTER 1
GETTING STARTED

A general definition of any organization isacommitted group of individualswho are
engaged in ongoing activities for a specific purpose. When the three tasks suggested in this
chapter are complete, the result can be qualified as an organization or association.

The first step in forming a state association is to identify a group of five to ten
individuals who are mmitted to each other and to the same ideals. Concern about
geographic vari abi representation from avariety of agenciesis not asimportant at this
point asthei m commitment and clear goals. With thiskind of agreement amonga
group of individual be accomplished.

A suggested way,of demo
founding member to pl rfi
money over a period of time to
$50.00, $500.00 would be eno
ground.

ing active investment in the association isto ask each
a source, such as an agency, to pledge an amount of
t-up costs. If each of the ten members pledges
toco asiCc expenses to get the association off the

A\

Next on the agenda, we have board pledges.

From thefirst meeting, it isimportant to utilize astructure for running meetings. The
following suggestions will help make the meetings run smoother and keep a record of
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commitments and decisions made:

= Beforeofficial electionsare held, appoint or have someone volunteer as afacilitator
to keep the discussions focused on the task at hand.

= Set an agenda before the meeting begins.

= Stick to the agenda and save time for socializing until after the meeting.

= Appoint someone to keep minutes of each meeting. This person will remind
individuals of their assigned tasks, be sure everyone gets copies of the minutes, and

send reminders of the next meeting.

= Start meeting on time.

hen you completethis part of the processyou will have

i hat you intend to do and how you will approach
ect the basic goals of the association and will be
of the association’s bylaws.

aclear statement of purp:
creating solutions. This statem
helpful in writing your Statem

It is helpful to review documents previo
organizations. Thereis significant ov
organization will, undoubtedly, be similar
helps you to focus and word your statements of purp:

eveloped by other CY C professional
een identified. The goals of your
d that reviewing other documents

SE.

There are several ways of proceeding that seem orkswell:

Opinion Survey - If an opinion survey is utilized, it V, uide by identifying
relevant local needs and possible solutions. Mailing out a sur: g by phone gives
you the opportunity to inform others about your efforts. It can help you t6 expand your core
group and may offer you additional resources. Surveysarenotoriousiy’difficult to get others

to complete and return. Some groups have offered aprize drawing thathcludes peoplewho
have returned their surveys.

Organizational Meeting — Some groups have initiated their efforts by sponsoring an
organizational meeting as part of atraining that attracts attention (or holding a meeting as
part of an established conference). Many people will attend a training where they can earn
training credits and expand their skills. Itiseasier for many to justify taking time away from
work. This will increase attendance and begins your process by offering the community
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something of value that fits into your projected goas and purpose. Severa associations
began by bringing in a person who could speak about professional issues and help set the
stage for the organizational meeting. Another benefit isthat foll owing the meeting you will
have the beginning of atargeted mailing list. 1f you chargeasmall fee, it will also help you
finance your efforts.

Strategic Planning M eeting — Another approach isto hold a strategic planning meeting of
your core group with invited guests that ‘round out’ your representation. The purpose of the
meeting isengaging in aplanning processthat will produce aplan that outlinesoverall goals,
short-term objectives, time lines, and responsibilities. There are many strategic planning
processesavailable. Oneof the best availableisoutlined in the Technology of Participation,
Group Facilitation Methods program offered through the Institute of Cultural Affairs (for

more information, esources at the end of this document).
SETTING Gi

Goals and their accompli e important to evolving groups. They provide
focus, opportunity to work togéther, an timately, much satisfaction when they are
accomplished. When agroup hasthe isworking on something meaningful andis

accomplishing something important, it hel pst reate the energy and commitment that is
needed to keep the process moving.

Identify at least one long-range goal (i'e. a onference or membership quotas).
This procedure can be done by having the founding members lagai nstorm things they would
like to have accomplished in a given period of time. It be accomplished through a
strategic planning process. Then by process of elimination, it down to a small set of
realistic goalsto focusyour attention on. (Don't disreg th ggestions, asthereare
other uses for them in alater chapter.)

It is easy to over-estimate what you can accomplish. T ways seem to take
longer and require morework than you original ly thought. Successis ;@portant tothegroup
process. Groupsare generally strengthened when they accomplish goalSin arelatively short
time period. When you start trying to conceptualize and implement a 5-year plan, many
people loose interest and commitment. Long-term plans are a good idea because they
provide a sense of direction. Short-term plans are more realistic for most people to make
solid commitmentsto. Most groups seem to work well with plansthat encompassbetween 4
months and 1 year. That islong enough to get things done in an organized fashion and still
short enough for people to make commitments to.
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Once the long-term goal is agreed upon, the next step isto list several achievable
objectives that will support the attainment of the long-range goal. Examples could include
publication of anewsletter, making contact with or being recognized by other related groups,
(such as an administrators association or consortium of mental health providers), or
collecting data through interest, opinion, or need surveys. Thiswill also help identify other
potential members and sources of support.

When agroup of committed individual s have defined their purpose and how they are
going to achieveit, the third step is to identify the leadership structure.

OFFICERS

The standar committee consists of a president, vice-president, secretary, and

treasurer. These 0 ar required by most state corporation statues. It isimportant to
clarify their roles ere1Saway for the external agencies and individualsto relate to
ow ar

your structure. List considerations for officers:
PRESIDENT ‘L
Thepresident will needto bea n iswilling to spend a considerable amount

of time and energy on the project. Hefshe shoul@ be organized and have good writing and
verbal skills. Thispersonwill beamaj otivati behind the association, responsible
for providing the vision and focus of the forts, aswell asbeing in charge of
keeping the founding members productive on

VICE-PRESIDENT

The vice-president will act as the president's "rfghtfarm.”s His’her job may include

preparing to assume the full duties of the president during the of office, beableto
carry on in the event that the president may have to terminaté&, or see the standing
committees on the board of directors. This person must be in t contact with the

president and be directly involved with the entire formation proc§. Quadlities for the
president’s role should be evident in this person.

SECRETARY

One of the qualities to look for in a secretary is to be very organized, computer
literate and somewhat compulsive about his’her work. Good communication skills and
writing skills are a must. The secretary is the central clearinghouse and is most likely the
most powerful officer in the association. His/her duties include: keeping all records of
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meetings, disseminating the information, membership records, and correspondence. Several
associations have divided the duties of secretary into two jobs labeling them the
corresponding secretary and recording secretary. Thishasthe advantage of sharing the burden
of paperwork that this officerequires. Either way, the secretary isfrequently thefirst contact
anyone has with the association, so the first impression should be professional and positive.

TREASURER

The treasurer must be someone who is trustworthy and also has a streak of
compulsiveness. Prior experience in basic accounting, budget strategies, and funding
strategies would be beneficial, but it should not be a requirement. With some effort, these
skills can be learned from a bookkeeper from a basic accounting book. It isagood ideato
have the checking acceunt set up so two signatures are required for any output of cash in

order for there eck and bal ance system for the association. The association might
consider havifg t rer bonded as an added assurance that association funds will be
accounted for.

Another important consi
Since many of your org nal
and tax law, itisagood ideato
corporation and tax law. Many
from local law firms that are supportiv,
retainer for agencies that support the

ion as you organize your core group is legal council.
ivitieshavelegal consequencesand involve corporation

get legal serviceson apro bono (free) basis
ciation’s agenda. Others use attorneys on

SUMMARY

The three tasks outlined are: (1) identify five t0't dividluals who are willing to
make commitments of money, energy, and time to each oth e same ideds, (2)
create a statement of purpose and define one long-range d several immediately
achievable objectives, (3) identify leaders and their roles. When't sareinplace, you
are on your way. ¢
Association for Child and Youth Care Practice Page 9
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Association for Child and
Youth Care Practice

BYLAWS

A bylaw is an agreement between the organization and the members to conduct the
affairs of the association. It states all the ground rules for how the association will operate,
and until they are repealed or amended, will offer the officers and the board of directorsclear
instructions on how the organization will operate, make decisions and use its resources.

documents that need to meet the requirement of state corporation
enue Service (IRS) non-profit requirements. State laws vary from
t that you contact the office of the Secretary of State (or
your areafor any requirements. Most states offer printed
hat outline the requirements. There are generally phone

In al states. Depending on which tax exempt status
you are applying for, there are ific that the IRSwantsto find in your bylaws.
They are clearly outlined in IRS publigétions ayailable to you.

The bylaws are adopted by the 5 and can, typically, be changed by
the board using a process outlined in the byl@ws. groups make it a requirement that
amendments to the bylaws be voted on by the membership. This tends to give the
membership more control over the association but also m more difficult for the board
to adapt the bylaws as the organization evolves. Itisi 0 consider this process of
checks and balances asyou develop your bylaws. The will need to change asit
evolves but it may be important to make it difficult to ¢ ental purposes and
processes without consulting the membership that the organi ep ts.

Hereisalist of articles that are often included in bylaws o e associations:
1. Name and location of association.

2. Enumeration of officers of association.

3. Duties of each officer of association.

4. Board of directors.
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5. Committees.
6. Meetings of the board and election of officers.
7. Membership.
8. Dues.
9. Resignation and expulsion.
10. Amendments.

Refer t Ix A for asample of the bylaws of a state association.

POLICY AN OoC ES MANUAL

When the bylaws are adopt Xt step isto create avehicleto implement them.
Asstated before, the bylaws are r to conduct the affairs of the association, but it
does not give the particulars. The cr licy and procedures manual will set up
guides to action, set limits, and help r ions on how the association will conduct
business. Without apolicy and proced u ciation's operations may flounder
in inconsistency.

Policies are the guides to action and are intended to result in the achievement of the
association’s purpose. Procedures are a set of steps to bedollowed. They may describe a
specific course of action, but allow minimum flexibilit

Oneof the easier methodsfor creating apolicy and procedur ud isto makethe
commitment that each time you encounter the need for anew (acounting for checks
received, paying out association funds, approving travel for abo ber, approving an

agreement with another group, etc), the board will takethe responsibility to clearly document
the process (what do we need to do, what are the steps, what must be documented, who can
doit, etc). This can then be placed in the policy manual with the date the board approved
the procedure. When timeallows, go back through manual, clean up thelanguage and format
the pages so they are easy to use. This avoids the need to spend massive amounts of time
developing the policies and procedures.

Refer to Appendix B for an example of how apolicy and procedures manual can be
set up.
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SUMMARY

Bylaws are necessary to assure that the structure of the association will be
maintained. The development of a policy and procedures manual will operationalize the
bylaws.

v,

Bylaws can have important legal ramifications.
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Youth Care Practice

INCORPORATION

To be a legally recognized corporation under state law, the association needs to
become incorporated as a nonprofit organization. To incorporate in any state, one to three
people must be listed on the incorporation document as the initial board of directors. This
needs to happen before applying to the Internal Revenue Service because a list of board
members must beincluded with the application for recognition of exemption (see Chapter 4).

Incorporgaii mportant. When you incorporate, you are creating an entity that will
protect indi members from legal liability. It generally protects board members
financialy and fro ility for any errorsin judgment through non-management or

not attending to th iation'seffairs. It isimperative that any actions taken on behalf of
the association by bo officersbe donein "good faith" and "due care.” It is
for thisreason that the b e carefully written and frequently reviewed. Many state

section clearly delineates the association is offering to potential board
members in case there are legal pr ince laws vary across states, and since
interpretations of laws change over {time, it 1S important to have an attorney or other

purchase officers and directors liability i further protect board members.
Historically, it israre that a CY C organization has been sued for any reason. Typical CYC
associations have few monetary resources to attach and f e engaged in activities that
have serious personal consequences to members.

The first step is to contact the Secretary of State orporation Commission
and request a packet for the incorporation of a nonprofit or
bureaucracies can be very intimidating, however, THEY ARE SET URTO ASSIST! The
individual need merely make contact with a person in the state o get hisor her name,
and explain the task. Experience has shown that people are usually@willing to guide the
novice through the process. Be sure to establish rapport with the individual by name and

communicate with that person as issues arise.

To establish a nonprofit organization, Articles of Incorporation are necessary. The
contents of the articles are determined by theindividual state and will belisted in the packet.
The following information is generally included in Articles of Incorporation:

1. The name of the association.
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2. The period of duration, which may be ongoing.
3. The purpose of purposes for which the association is organized.

4. Any provisions, not consistent with the law, which the incorporators elect to set
forth in the articles for the regulation of the internal affairs of the association,
including any provision for distribution of the assets on dissolution or final
liquidation.

5. Theaddress of theinitial registered office of the association and the name of its
initial registered agent at such address. (A post office box is usualy not

of directorsconstituting theinitial board of directors, and the names
ersons who are to serve astheinitial directors.
7. The name and address of /each incorporator.

Incorporating will consti Sizable expense. There are fees to the state
government, as well as the cost¥0r publi f the Articles of Incorporation.

Once the state has approv our Artig
corporation recognized to do business
notices that you may be liable for payment g ge'taxes, unemployment taxes, sales
taxes, etc. It isimportant that someone respond to each of these asthere are generally time
limits involved. If you don’t respond within the limits, ma ates have the right to set the
tax amount based on what they typically charge other or lenssimilar toyours. Inmost
cases, once you havefiled the proper paperwork, thet . Somerequireyearly
filing to verify that you situation has not changed subst ly.

of Incorporation, you are a legal
ou will probably begin receiving

Refer to Appendix C for a sample packet from a state government and Appendix D
for a state association's Articles of Incorporation. .
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s CHAPTER 4
TAX EXEMPTIONS

The advantages of a tax-exempt status with the IRS are obvious: the association is
ableto accomplish morethingsif it does not have to spend funds on income and sal estaxes,
and tax deductible money can be raised to support the association's work.

Many foundatlons can only give money to tax exempt 501c(3) organizations.
Individual donors making contributions can deduct donationsto 501¢(3) organizationsfrom
is makes it advantageous to apply for 501c(3) tax-exempt status.
s it had become increasingly difficult for CYC professional

organizations to q
standard that must

business league).

Much information isc tly on-line from the Internal Revenue Service
(IRS). Thelinkslisted below will givelyou access to:

IRS Home Page which links to ext
http://www.irs.gov/

4

ation provided by the IRS

Specific information on the history, summary ulings, and
requirementsfor 501c(6) organizations (68 page ie)
http://www.irs.gov/pub/irs-tege/eotopick03.pdf

Filing Requirementsfor 501c(6) or ganizations Q

http://www.irs.gov/charities/nonprofits/article/0,,id=961 .html
2

IRS Forms available for download

http://downl oad-irs-forms.com/cgi-bin/download irs forms.pl

Linksto State Gover nments
http://www.irs.gov/charities/article/0,,id=129028,00.html

Association for Child and Youth Care Practice
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Unless an association makes a substantial change in its purpose or operation, its
determination as atax-exempt organization remains unchanged after it hasbeen granted. The
annual filing of Form 990 and Schedule A (avail able on-line) with the IRSisan association's
primary way to account to the federal government. Thereare penaltiesfor latefilingsand for
incomplete filings, and your tax-exempt status is jeopardized by not filing.

Either we've lost our tax-exempt

status or we’re bankrupt?

The process of filing for tax exemption can b ming. It often takes 6
months to 1 year to complete all of the filing requir ts and have the application
approved. Once your application has been filed, the IRSwill . Ivand issue aresponse
letter informing you of any questions or issues they have con about) 1t seemsto work
better to have dealt with as many of these issues as possible b bmitting the initial
application. Thisusually means enlisting the help of someone familiagavith the processand
filing requirements that can help you avoid mistakes that can jeopardize approval of the
application. Since most CY C professional organizations are founded with similar goals
using similar structures, it is helpful to use an existing, approved application as atemplate.

The IRS makes specific recommendations for several issues they would like to see
outlined in your bylaws. Theserelateto:
1. distribution of assets upon dissolution of the corporation
2. specific requirements that hold the president and treasurer personaly
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responsible for failure to comply with filing and tax payment requirements.
Including statementsin your bylaws taken directly from the IRS publications is helpful.

Again, itisvery important NOT to beintimidated by abureaucracy likethe IRS. Use
the same technique as with the incorporating process. Do not be afraid to ask for assistance
and do not be put off by the process. These are individuas who have the job of helping
people get through the process. Utilize them to their fullest extent. Y ou will be assigned a
specific IRS contact person. Some are more willing than othersto answer your questionsand
help you think through your revisions. It is helpful to phone the assigned contact person,
discusswhatever problems are under consideration and then file awritten response. Talking
it through before filing your response can help you save time and resubmissions.

o
J—%

&

Association for Child and Youth Care Practice Page 17
161 W. Wisconsin Avenue
Milwaukee, Wisconsin 53203



osociaton o G ana CHAPTER S5
FINE TUNING

This chapter will address a number of issues that are vital to the development of a
professional association. Included will be information about agency support, marketing the
association, board retreats, managing conflict, and most important, where to get help.

AGENCY SUPPORT

Althotigh
youth care work
administrators. D

th care worker associations are set up by and for child and
wise to utilize the support that comes from agency
ions need space for meetings and trainings, phone and
tend meetings, office supplies and many other things
that are readily available ies. The support of acoalition of agencies (typicaly
the agencies that the associatio ers work in) can provide critical support when other
options are hard to come by administrators are members of existing
organizations that can help you marke iation when the time comes.

Agency administrators can be“power ical allies. It is important to be
recognized in the professiona community iSement from agencies and credible
administrators can facilitate this.

Approaching administratorsisnot difficult. Th aly interested in common
goals. It isuseful to identify those goals (for example, the for the children or high
worker morae) and develop a mutually supportive agr t with them.
MARKETING ®

Building membership isanimportant part of creating aviable association. Someideas
of how to let the community of youth and child careworkersknow about the association have
been mentioned, asin sending out informational surveys.

Sponsoring a conference or training event is an effective way to draw potential
members together. Set up a booth with newsletters, brochures, and several "recruiters' at a
conference hosted by the association or an association of arelated discipline.
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Inviting yourself to agency staff meetings and providing a presentation to youth and
child careworkersisvery effective. Have samples of newsletters, visual aids, and, of course,
arepresentative who is professional, informed, and articulate.

Developing a certification program can be a marketing tool. It gives presenters
something concrete to talk about and offers validity to youth and child care work as a
profession.

Involvement in legislative activities that target children's issues, speaking to
committees, approaching legislators, and organizing support for and against billsthat effect
children can build areputation for the association of championing children'sissues.

reasons. It pr
name with apositiveacti , it bringsyouth and child careworkerstogether. Activities
Ileyball tournament, or ajunior or wacky Olympics day.

There are many
may want to explore. Thiswoul d4
radio or television talk shows.

BOARD RETREATS %

In order to keep pace with the needs of the profession,doards must remain flexible.
This implies periodic review and updating of their strat plans. An excellent way to
maintain interest and strengthen commitment is by havi ual board retreat.

pressrel eases, public service announcements, and

Before conducting aretredt, it is necessary to have in mj he outcome should
be. Focus should be on thelong term and not crisisissues. Ag luderestructuring
the board or its committees, strategic planning, evaluation, futu S, bylaws revisions,
financia development or roles and responsibilities of the board members. Any areawherethe
board feels its performance is inadequate, endeavors that requires‘in-depth or lengthy

discussion, or unknown areas that require education can be addressed at aretreat.

Some retreats imply getting the board out of the city for more than one day. It is
important when planning to stay away from holidays and choose a time when the board
members are not preoccupied with other pressing business. Mountain cabins or seaside
resorts are wonderful for retreats because socia interaction is also part of the agenda.
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Findly, it isimportant to set an agendaand follow it. Allow ampletime for breaks.
Keep arecord of the proceedings asit isimportant for follow-up tasks. Perform an evaluation
and solicit feedback for the next retreat.

I'm afraid Horace is having a hard time getting into the spirit of this
retreat. ' ,

It is important to create a board of people with
make some conflict inevitable. Diversity and dissent
because they can stimulate discussion, problem solving,

complacent. A member who expresses disagreement can force
and rationales. This often leads to a broader understanding of t

MANAGING CONFLICT

perspectives and this will
ctive in a board setting
e board from becoming

ify their positions
qu n at hand.

Unfortunately, disagreements can deteriorateinto aconflict betgveen board members
when differences of opinion on anissue aretaken personally. Membersrepresenting anidea
may feel it isnot receiving its due attention and may become dissidents. Whatever thereason,
first find the root of the problem. To avoid or diffuse conflict, the president might do the
following:

b

= Askfor different opinionson anissue even when there appearsto betotal agreement.
This gives permission to the individual who may be suppressing disagreement to
bring concerns into the open.
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» Disassociate the idea from the person who offered it.

= Protect minority opinions. A person who voices a different or unpopular idea may
become discouraged from future participation if his’her ideaisignored or ridiculed.

» Insist on keeping to awell-planned agenda. Thisdissuadesthosewho liketo nitpick.

» Takeafirm stancewhen personal attacks are made during aboard meeting. Keep the
focus on task.

One extreme way to handle conflictsis to ignore them. The other extremeisto lay
aside the agenda and through every disagreement. Both extremes are unhealthy to the
group process ganization. Group leaders must learn to manage conflict in away
that facilitat e p process and does not interfere with the business of the group.

Mr. Folby! We have “procedures” for expressing disagreement.

Some suggestions include:
= Let them (dissidents) have enough rope and they will hang themselves.

» Recognizethat many dissidentsare hungry for recognition. Give them an assignment
or position that will satisfy such an appetite.

Association for Child and Youth Care Practice Page 21
161 W. Wisconsin Avenue
Milwaukee, Wisconsin 53203



=  Wait. Many rebels eventually become a part of the association's establishment.

» If possible, don't let a dissident catch the board by surprise. If trouble is coming,
quietly let some of the key members know in advance of the meeting.

= Have the president meet with the dissident in private and try to work out an
understanding or at least atruce.

o
X

&
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WHERE TO GET HELP

The Association for Child and Youth Care Practice’s mission is to help local groups
develop state associations. An ACY CP representative iswilling to assist by phone, email,
correspondence or in person. Thisserviceisavailablethrough Project Outreach, acommittee
of the ACYCP Board. To contact current committee members, visit the ACY CP website at

WWW.aCyCp.org

Other resourcesfor assistance may include contacting established state or provencia
associations. Below is apartia list:

43605
(419) 693-1520
www.helpin ids.

Texas Youth and Child C orkenAssociation
1701 Southwest Parkway, Suite 11

College Station, Texas 77

(979) 764-7303

www.tyccwa.org

Wisconsin Association of
Child and Y outh Care Professionals

161 W. Wisconsin Ave., Ste 6000

Milwaukee, WI 53203-2602

(414) 227-3031

WWW.Wacycp.org <&

Canadian Council of Child and Y outh Care Associations
www.cyccanada.ca
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SUMMARY

This chapter, as well as this manual, has covered some basic how-to's in starting a
child and youth care association. As anew association beginsto take shape, many questions
will arise. Feel free to utilize the resources listed in this chapter, as the common goal is
professionalism for youth and child care work and developing the best services for the
children, youth and familiesin care.

o
X

&
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RESOURCES

Sarting a State Association: Procedures for Making it Work by Melinda Butler, M.S.

Non-Profit Boards: A Practical Guide to Roles, Responsibilities, and Performance by
DianaJ. Duca.

The Grassroots Fund Raising Book by Joan Hannagan.

The Successful Volunteer Organization by Joan Flannagan.

Making the 'ﬂ Organization Work: A Financial, Legal and Tax Guide for
Administraters b d and Philip Olenick.

acilitation Methods, Institute of Cultural Affairs,
Arizona 85016 (602-955-4811).

Technology of Participation, Greu
4220 N. 25" St oeni

Robert’s Rules of Order (NewlyfRevised

Publishing, Cambridge,

eneral Henry M. Robert, Perseus
Setts!

&

4

Many of the books listed above are avail able on-line through www.amazon.com or
through you local book storesor library.
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Appendix A

Sample Bylaws

o
X
V/
o
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BYLAWS

As approved by the Board of Directors, October 29, 1981.

ARTICLE |

The name of the corporation shal be the ARIZONA PROFESSIONAL CHILD CARE
ASSOCIATION, hereinafter referred to as the "Association."”

ARTICLE I

POSES AND OBJECTIVES

The Arizona Prof
organization, the purpose ichist
practices and competent servi
programs that enhance the professi
by means of public education effor
appreciation of the importance and char
Association shall further protect and serv
in any activity designed to improve the qu
child.

are Association is avoluntary professiona
\vocate and promote quality child care methods and
ildren and adol escents through the devel opment of

istics @ff quality child care methods. The
e child of ! izona by taking any action or engaging

ailable or to ensure the needs of the

In order to fulfill its purpose the Association shall:

1) Develop and publish ethical standards of practi r child care workers and child
care programs.

2)  Provide conferences, workshops, and training progran@ child care
profession. ¢

3)  Provide channels through which information relevant to child care can be
effectively distributed to workers, agencies, and the consumer.

4) Represent the child care profession to the various levels of government and to
the public.

5) Work actively toward the development of strict certification procedures
designed to ensure that individuals certified to work with children and
adol escents have the highest possible qualifications and abilities and are indeed
competent.
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6) Promote and engage in research activities for the purpose of improving child
care methods.

7)  Encourage the practice of child care techniques based on sound empirical
evidence of effectiveness.

8)  Affiliate with other organizations within and outside of Arizonawhich have an'
interest inthe improvement of child care services available to children.

Section 1. Thisorganization isorganized exclusively for education-charitable purposeswithinthe
meaning of Section 501(c)(3) of the Internal Revenue Code.

Section 2. Notwit any other provision of these articles, the corporation shall not carry on

any other activiti to be carried on (&) by acorporation exempt from Federa income
tax under Section 501( nal Revenue Code of 1954 (or the corresponding provision
of any future United St uelaw), or (b) by corporation contributionsto which are
deductible under Section e Interna Revenue Code of 1954 (or the corresponding
provision of any future Unit ernal_Revenue law).

Section 3. Upon the winding up
providing for the debts and obligations of,
distributed to a non-profit fund, foundati
exclusively for charitable, educational, reli
established itstax exempt status under Section

e corporation, after paying or adequately
ion, the remaining assets shall be

, which is organized and operated
tific purposes and which has

he Internal Revenue Code.

ARTICLE Il
MEMBERSHIP

Section 1. There shall be five categories of membership in the Assgiation: Distinguished
Professional, Professional, Associate, Sustaining, and Agency.

a)  Distinguished Professional Membership. A distinguished Professional member isonewho
has, by their dedication and effort over asustained period of time, made a unique and significant
contribution to the devel opment of the child care profession and/or the achievement of the goa's
of the Association. Such contribution or achievement should be one which, in the judgment of
the Board of Directors, is likely to have a long-term positive effect on the future of the
Association and/or the child care profession.

() Distinguished Professional membership is conferred by mgjority vote of the
Board of .Directors at any regular or specia meeting.
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(i)  TheBoard may confer only one Distinguished Professional membership in any
calendar year.

(iif) Only those who are currently Professional members in good standing may be
considered for Distinguished Professional membership.

(iv) Distinguished Professional members shall for life hold all of the rights and
privileges of full Professional membership, unless removed or expelled by the
Board under Article 111 of these bylaws; and shall be exempt from payment of any
dues or feesin order to exercise thoserights. Further, Distinguished Professiona
members shall have the privilege of attending any and all workshops, conferences,
and other functions of the Association without being required to pay fees.

(v) Up istinguished Professional membership, the Board of Directors
shall dir to prepare and deliver, to the Distinguished Professional
member and/or certificate.

b)  Professiona Membership: ional membership is open to anyone who is certified by
the Association as achild car or achild care consultant and who has been
nominated for membership Prof ember in good standing. Individuals who
are not certified, but who were Prof, bersin good standing prior to the
amendment of thisarticle, may r al members without being certified,
so long as that membership does not

(1) Professional members shall have al rights and privileges, including the
right to vote and to hold of f ice, solon ey remain in good standing.
in order to remain in good standing, jonal members must have
paid all dues by the last day of Feb , maintain their
certification, and must at all times co selves in a manner
consistent with these bylaws, and with th f practice which
may be adopted by the Board of Directors. | to remain in good
standing, a Professional member must support conform to any set of
ethical or professional standards adopted by the Béard of Directors-

(i)  Any Professiona or Distinguished Professional member may sponsor
individuals for the Professional membership. The application for
Professional membership with the names of both the applicant and the
sponsoring member, together with the dues, should be sent directly to the
secretary of the Association. Membership shall be on a calendar year
basis. Applications are considered to be provisionally accepted when all
required materials are received by the Secretary. Applications received
after the regular July meeting of the Board of Directors will be accepted
for the following year. Applications received in time to be presented at
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(i)

the regular July meeting of the Board of Directorswill be accepted for
the following year. Applications received in time to be presented at the
regular July meeting of the Board of Directors will be accepted for- the
new current. year. The secretary shall submit the dues of new
Professional members to the treasure, and all other materialsto the
chairman of the membership Committee. The Membership Committee
shall review all applications for Professional membership and at each
regular meeting of the Board of Directors, the chairman shall read the
names of new Professional members and report the committee's decision
to either support or contest the membership. The Board of Directors will
then vote to confirm the new member or to reject the application. If the
application is rejected, the treasurer shall inform the applicant and refund
thedues. The chairman of the membership Committee shall inform the

Iti

Directors.

ployed in child care, but isnot certified by APCCA aseither a€hild care specialist or child care

(c)  Associate Membership. Associate membership iSopen to any individual whoiscurrently
C

nsultant.

(i)

(i)

Associate membership does not confer t He'rig hold office or to vote in

elections. Associate members may be appoi sitions on standing
committees and shall be voting members of these committees with the exception
of the Executive Committee and the Standards Co ee.

Associate memberships may be accepted by any professional member of the
Association. Associate membership applications are considered to be accepted
when the application and dues are received by the treasurer and the name
reported to the secretary.

d) Sustaining Membership. Sustaining membership is open to any individual wishing to
support the goals and efforts of the Association.

(i)

Sustaining membership does not confer the right to hold office or to vote in
elections.
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(i)  Sustaining memberships may be accepted by any Professional member of the
Association. Sustaining membership applications are considered to be accepted
when the application and dues are received by the treasurer and the name reported
to the secretary.

e)  Agency Membership.

@) Agency membership isopen to any agency, institution, or group whose policiesand
purpose are consi stent with these Bylaws and who wish to support the efforts of the
Association. Agency membership may be canceled at any time of the Board of
Directors if it is felt that continued membership is not in the best interest of the

(i) bership may be accepted by an officer of the Association. Itistheduty
re that the applying agency meets the requirements for
All cy memberships shall be approved by the Board of
Directors.
(i) Agency membership confer theright to votein eections or to hold office
or to hold voting mémbershi ding committees.
Section 2. Theterm "child care worker" | beu er to individua s who are or have been

employed inthefield of child care, but who
certification program recognized by APCCA.
consultant” shall be used to refer only to those individu

fessionally certified by APCCA or a
ild care specialist" and "child care
who have been certified by APCCA.

Section 3. Additional requirementsfor any category of mem ipaay be specified by the Board
of Directors at any time. The Board of Directors may limi of Agency and Associate
members.

Section 4. The annual dues. for all categories of membership shall b@ﬁed by the Board of
Directors. The annual dues for Professional and Associate memb ps shall be the same.

Section 5.  For al categories of membership, expulsion or cancellation of the membership as
prescribedisfinal and thereisno refund of dues. The Board of Directors may suspend or expel any
member, with or without cause, by majority vote- Members must be considered for expulsion
and/or suspension if:

a) A member isdelinquent in dues after the last day of February of each year; or

b) A member refuses or neglects to give effect to any decision of the Association or
the Board of Directors; or
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c) A member violatei3 any of these Bylaws; or

d) A member has been declared by a court of competent jurisdiction to have
committed fraud, or to be insane,’ to be otherwise incompetent or is convicted of a
crime involving moral turpitude; or

e) A member commits an act that reflects discredit upon the members of the
Association or the child care profession.

Section 6. Memberships which are maintained on a continuous basis, without |apses or removal

or expulsion by the Board, shall not be required to re-qualify or to meet new qualifications, which
may be developed by the Board from time to time, in order to remain membersin good standing.

When a membership doesylapse, then that individual must re-apply and must meet whatever
requirements arei the time of the new application.

OPETICLE Y
TINGS

Section1. Annual meeting. The annualimeeting o ssociation shall be held at such time
and place as designated by the Board of Dir the meeting, signed by the
secretary, shall be mailed, except as herein or byistat wise provided, to the last recorded

address of each member at least ten (10) days and not more than
appointed f or the meeting.

ifty (50) days before the time

Section 2. Regular Meetings. The Association may hold
specified by the Board of Directors, at which time any busin
Board of Directors request the membership to act upon.

ings at atime and place
sacted which the

Section 3.  Special Meetings.  Special meetings may be called by the president or by the
Board of Directors at their discretion. Upon the written request of not less than twenty-five
percent (25%) of the outstanding membership entitled to vote at a meeting, a special meeting
shall be called. Notice of any special meeting isto be given in the same form as for the annual
meeting, provided, however, that notice of the meeting shall be given to each member not less
than one (1) nor more that ten (10) days before the time appointed for the special meeting. No
business other than that specified in the notice of meeting shall be transacted at any special
meeting of the members of the Association.

Section 4. Waiver. Notwithstanding the provisions of any of the foregoing sections, a meeting of
the members of this Association may be held at any time at any place within or without of the State
of Arizona, and any action may be taken thereat if notice is waived in writing by every member
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having the right to vote at the meeting or his proxy.

Section 5. Quorum. Twenty-five percent (25%) of the outstanding membershipsof the Association
entitled to vote represented in person or by proxy shall constitute aquorum at the annual meeting,
regular meeting, or any special meeting. If less than a quorum is represented at a meeting, a
majority of the members so represented may adjourn without further notice.

Section 6. Annual Statement. It shall be the duty of the Board of Directors, through the duly
elected treasurer, to present at each annual meeting or at any time when called for by avote of the
membership afull and clear statement of the business and condition of the Association.

ARTICLE YV
ELECTIONS
Section 1. Elections shall be held i emb each year. The results of elections shall be
reported by the chairman of the Nominati ions Committee at the October meeting

of the Board of Directors.

Section 2. At the July meeting of the Board
Elections Committee shall submit nominations
Nominations may occur in one of three ways:

a) The Nominations and Elections Committee m
vacant position and must nominate at least one
other nominations have been made for that position.
qualified to serve can be found, a position may beli
there are at least six positions occupied at al times.

b) Any Professional member in good standing who presents a petition for nomination
must be placed an the ballot provided the petition clearly -statés the position for
which the member is to be a candidate, the name of the member,. and contains the
signatures of twenty percent (20%) of the Professional membership as verified by
the secretary. These petitions must be presented to the secretary no later than June
1, preceding the election.

C) Current members of the Board of Directors and current officers may state their
intention to run for re-election at any time up to and including the July meeting of
the Board of Directors. Such a statement shall constitute a nomination and the
member shall automatically be placed on the ballot.

two people for each

h position when no
jdates willing and
vacant so long as

Section 3. Based ontheapproval of nominations, the Board shall direct that the Nominationsand
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Elections Committee prepare the balots and mail them to all Professional members in good
standing at the time of the July meeting of the Board of Directors. The secretary shall provide a
current list of Professional members entitled to vote. In addition, the Nominations and Elections
committee shall mike additional ballots available to membersof the Board of Directorsand others
to ensure their accessibility to al Professional members.

Section 4. Ballots are to be filled out, signed by the Professional member voting, and returned
to the chairman of the Nominations and Elections Committee before the end of September.
Ballots received by the chairman of the Nominations committee after midnight on the last day
of September shall not be counted.

Section 5.  The Nominations and Elections Committee shall record the ballots and total the
votes. The ballots will ther be given to the secretary for verification and storage.

Section 6. The sure that the ballots are valid and shall aso total the results.

Section 7. The chairm the Nomi nations and Elections Committee shall report the results
of the election, and shall i

Section 8. The Nominations and El ommittee shall develop and recommend to the
Board of Directors, procedures fo esti tions which are contested. In all cases,
officers or directors terms of office shall foegin on January 1 of the year following e ection.

ARTICLE
BOARD OF DIRECTO

Section 1. General Powers. The business and affairs of the A'ssoci all be managed by its
Board of Directors.

Section 2. Number, tenure, and qualifications. The number of directorso &eAssoci ation shall not
beless than six (6) and not more than twelve (12). Each director shall hold office until their term
expiresand until hissuccessor shall have been elected and qualified, except that theinitial terms of
directorsshall be arranged so that no more than one-third (1/3) of thedirectorsshall comeup for re-
election each year, i.e., four directors elected to athree-year term, four directors elected to atwo-
year term, and four directors elected to a one-year term except where a person is appointed or
elected to fill aposition which has been vacated before the normal expiration of itsterm.

Section 3. Regular Mesetings. A regular meeting of the Board of Directors shall be held without
other notice than this Bylaw immediately after, at the same place as the annual meeting of the
shareholders. Regular meetings of the Board of Directorsshall also beheldin January, April, duly,
and October of each year, at atime and place designated by the Board of Directors. The Board of
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Directors may provide, by resolution, the time and place, either within or without the State of
Arizona, for the holding of additional regular meetings without other notice than such resolution.

Section 4. Regular Duties. The Board of Directors may:

a) Admit members or suspend or expel them by ballot;
b) Appoint committees on particul ar subjectsfrom the members of the Board, or from
other
members of the Board;
C) Audit bills and disburse the funds of the Association;
d) Print and cikcul ate documents and publish articles;
€) Car espondence and communicate with other Associations interested in

r in the genera field of child welfare;

f) Emplo ,
0) Devise and carry into @xecution such other measures as it deems proper and
expedient to

promote the object
welfare of itsm

ssociation and to best protect the interests and

Section5. Special Meetings.  Specialmeetings e Board of Directors may be called by or
at the request of the president or at therequ r % of the Board of Directors. The person
or persons authorized to call special meetings o Beard of Directors may fix any place, either
within or without the State of Arizona, asthe place for holding any special meeting of the Board of
Directors called by them.

tendance of adirector a a
director attendsamesting
the meeting is not

Section 6. Notice. Any director may waive notice of any méeti
meeting shall constitute awaiver notice of such meeting, exc
for the express purpose of objecting to the transaction Of any busi
lawfully called or convened. Neither the business to be transact the purpose of any
regular or special meeting of the Board of Directors need be specifi he notice or waiver of
notice of such meeting. Notice of regular meetings of the Board shall be bﬁ@ol ution, asprovided
inArticle VI, Section 3 of these Bylaws. When the time or placefor regular meetingsis not set by
resolution, notice shall be given by mail to the last recorded address of each Director not lessthan
five (5) days and not more than ten (10) days prior to each meeting. Notice may also be given by
telephone not less than one (1) day nor more than fifteen (15) days prior to the meeting.

Section 7. Quorum. Fifty percent (SO%) of the current number of directors, including two (2)
officers, fixed by these Bylaws shall constitute a quorum for the transaction of business at any
meeting of the Board of Directors, but if lessthan such aquorumis present at ameeting, amajority
of the directors present may adjourn the meeting from time to time without further notice.
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Section 8. Method of Acting. The act of the majority of the directors present at which aquorumis
present shall be the act of the Board of Directors, except au otherwise provided in these Bylaws-

Section 9. Absence. should any member of the Board of Directors absent himself unreasonably
from two (2) consecutive meetings of the Board of Directors without sending acommunication to
the president or secretary stating the reason for doing so, and if the excuse should not be acceptable
by the members of the Board, his seat on the Board may be declared vacant and the Board may
forthwith proceed to fill the vacancy.

Section 10. Vacancies. Whenever a vacancy occu@a in the Board of Directors by death,
resignation, or otherwise, it shall befilled without undue delay by amagjority vote of theremaining
members of the Board. A director appointed by the Board to fill avacancy shall hold office until
the next regular election.

Section 11. Removal
without cause,. at any
meeting called for thatpu

rectors. Any oneor more of the directors may beremoved either with or
e e of two-thirds (2/3) of the members present at any specia
Se-

Section 12. Prea6mption o t-
the Board of Directors at which acti
assented to the action taken unl Isdi be entered in the minutes of the meeting or
unless he shall file hiswritten dissent to ith the person acting as the secretary of the
meeting before the adjournment thereof d such dissent by registered mail to the
secretary of the Association immediately ament of the meeting. Such right to
dissent does not apply to adirector who voted i pdfavonof such action at the meeting.

Section 13. Power to Fix Salaries. The sdaries of al offices§employees, and agents of the

Association shall be fixed by th oard of Directors.
Section 14. Appointment of Additional officers. The Board int such other officers and
agentsasit shall deem necessary, who shall hold their officesfor d shall exercisesuch
powers and perform such duties as shall be determined from time toitime by the Board.
4
ARTICLE VII
OFFICERS

Section 1. Number and Qualifications. The officers of the Association shall be a president, a
vice-president, a secretary, and a treasurer, each of whom shall have been elected by the
professional membership to serve on the Board of Directors. Such other assistant officers as
may be deemed necessary may be elected or appointed by the Board of Directors, but such
officers shall not vote at meetings of the Board of Directors unless they have also been elected
by the professional membership to a position on the Board of Directors.
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Section 2. Election and Term of Office. The officers of the Association are to be elected by
the Board of Directors.
a) officers shall serve for three years and shall be eligible for re-election. Terms of
officers shall be arranged so that, unless it is required due to an unexpected vacancy,
only one officer is elected each year with the exception of the president and vice-
president, whose terms shall be concurrent.

b) The officers, together with the remaining directors elected from and by the
professional membership, shall constitute the Board of Directors, which shall be
responsible for conducting the affairs of the Association according to these Bylaws.

Section 3. -Removal. Anygofficer or agent elected or appointed by the Board of Directors may

be removed by the Directors whenever in its judgment the best interests of the
Association will thereby, but such removal shall be without prejudice to the contract
rights, if any, of the pegson ed.
Section4. Duties.

a) The president shall p | meetings of the Board of Directors and the

Executive Committee, and Shall su
Association. The president shall
with the exception of the Nomin
appoint the chairman of al standin

e affairs and represent the interests of the
icio member of all standing committees
hons Committee. The president shall

b) The vice-president shall serve as an ex-officioO member, of all standing committees

except the Nominations and Elections Committee. vice-president shall assist
the president in supervision of the affairs of the cigtion and in representing the
interests of the Association. In the event that the'p isunable to serve, the
vice-president shall assume the duties of the presi@ient. he event the president's
absenceis prolonged or permanent, the vice-presid e the president
and shall immediately direct the Board to elect a new vice presi@lent. The decision
as to whether the president's absence or inability to serve| longed or permanent

is a the discretion of the Board of Directors. Initially, avi ceﬁesi dent shall, be
elected to serve for one year beginning January 1, 1981.

C) The secretary shall take the minutes of all meetings of the Board of Directors and of
the Executive Committee. The secretary shall also keep exact records of all
memberships and shall be prepared to report the status of memberships at regular
meetings of the Board of Directors. The secretary shall be responsible for notifying
the members of the Board of Directors of the time and place of all meetings of the
Board. The secretary shall take charge and maintain all records and documents of
the Association with the exception of those financia recordsin current use by the
treasurer.
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d) Thetreasurer shall receive and bank all moniesasdirected by the Board of Directors
or the Executive Committee. Thetreasurer shall keep itemized recordsof al receipts
and disbursementsin accordance with the guidelinesto be provided by the chairman
of the Finance Committee and approved by the Board of Directors- The treasurer
shall present. amonthly financia statement to the president and shall be prepared to
present afinancial report at each regular meeting of the Board of Directors- At least
twice a year the treasurer shall present all financial records to the chairman of the
Finance Committee for audit.

ARTICLE VIII

ANDING COMMITTEES

Section 1. Thereshall beten (10) ing committees. These shall each, with the exception of
irman appointed by the president from the Board of
Directors. Additional members of img committees shall be Professional or Associate
members of the Association sel mittee chairman and approved by the Board of
Directors. The majority of the anding committee shall be Professional or

Distinguished Professional membersin

Section 2. The president may, at any time,
there are no standing committees.

ommittees on any subject for which

Section 3. Committee Quorum. A magjority of any committee e Association shall constitutea

qguorum for the transaction of business, unless any commi majority vote of its entire
membership, decide otherwise- The action by a majority ers of the committees, as
constituted by either the president or Board of Directors, shal itute the action of that
committee, except that a quorum for the purpose of the Executiv mittee shall consist of the
president and at least one other officer.

Section 4. The Executive Committee shall consist of the officers of the gssoci ation.

a) The Executive Committee shall manage the affairs of the Association and conduct
routine business between regular meetings of the Board of Directors-

b) A record of all business conducted by the Executive Committee 5)iall be kept and
shall be reported to the Board of Directors at its regular meetings.

C) The Board of Directors has supervisory authority over the Executive Committee
and may limit the range of activities and/or the authority of the Executive Committee.
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Section 5.  The Finance Committee shall develop and recommend to the Board of Directors
financial procedures designed to meet the needs of the Association. These shall include the
specification of the financia records to be kept and the manner in which th4i officers shall
conduct the financia business of the Association.

a) The Finance Committee shall prepare an annual budget, in cooperation with the
treasurer, for the consideration of the Board prior to the beginning of the fiscal year.

b) At least annually the Finance Committee shall arrange for acompilation or review
or audit of al financial records of the Association and shall report the results of such at a
regular meeting of the Board of Directors.

¢ Fro time the Finance Committee shall review the financial Policies of
t ion shall make recommendations to the Board for changes as
n
@

d
d) TheFinan mi all utilize aqualified accountant as a consultant.
€)  Thecharman of the ommittee shall not be an officer of the
Association, and thétreasur. t be amember of the Finance Committee.
Section 6. The Standards Committee shall be respo
evaluation of standards of child care whic

areas of child care, child placement, and child
the Board of Directorsin the form of recommendations

for the development and continuous
undest principles of practicein all
standards shall be presented to
adopt and/or to publish.

Section 7. The Membership and Ethics Committee shall regponsible for developing and
recommending to the Board: standards of practice an @r Professional members,

reguirements for membership; programs designed to increase ip; and proceduresfor the
expulsion of members. In addition, the Membership and Ethi @e shall periodicaly
y :

conduct studiesto determine whether or not the Association is effecti ing the needs of the
Professional membership and- shall report the results of such studies he Board of Directors.
The Membership and Ethics committee shall review all applicationsfor ménbershi p which arenot
renewals, and shall report to the Board whether the Committee supports or contests such
applications.

Section 8. The Research Committee shall develop and may conduct all research activities of the
Association. The Research Committee shall also develop aninformation base, and skillsinthearea
of grant writing, and availability. Thisinformation shall be made available to any committee or
individual member of the Association. All research shall be aimed at accomplishing and further
supporting the purposes and objectives of the Association.

Section 9. The Information Services committee shall develop procedures and policies for
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consideration by the Board to fulfill the communi cations and information goals of the Association.
These shall include, but are not limited to, publication of periodicalsand newsl etters, management
of public relations, utilization of the media, information storage andretrieval, etc. Thelnformation
Services committee shall have primary responsibility for the publication efforts of the Association
and particularly the publication of a newsletter.

Section 10. The Programs Committee shall devel op and review proceduresfor theimplementation
of programs supported by the Association and not assigned to other committees. In effect, the
Programs Committee may propose recommendations to the Board and may assume actual
supervison of the programs, with approva of the Board of Directors.

Section 11. The Legidative committee shall develop an information base and shall make
recommendations to the Board regarding all statutory and regulatory activities of al levels of
federd, state, and nments- The Legislative Committee shall be prepared to advise the
Board of Directors of obableimpact of proposed legidation. TheLegidative Committee shall
monitor the activities o tal agencieswhich affect child care or child placement and
shall infor h Board of Directors.

Section 12. TheNominatio mittee shall supervisethe election of officers, and the voting of

amendmentsto the Bylaws. Thissh e preparation and distribution of ballots, nominating
candidates, counting and reporting” the 1 the election, ensuring that elections are
accomplished according to the provision§'of the Bylaws. The chairman of the Nominations
Committee may not be an officer or director whois ed asacandidatein any eection during
the year in he Serves.

Section 13. The Bylaws and Procedures Committee shall devel op and recommend to the Board of
Directors, amendmentsto these Bylaws, proceduresfor thecon of businessand policiesinany
area, to ensure the efficient management and operation of t iation.

Section 14. Removal of Committee Members and Committe&chai . The president may, at

any time, with or without cause, remove. any member of any conamiit€€, Ineluding its chairman,
from membership in that committee. Notice of such action shall be@iven te the affected

member or chairman by the president. Such removal will stand unl Board of Directors
vote and decidei3 to reinstate that member or chairman. The Board of Diectors may also
remove any committee member, including the chairman, with or without cause, by a two-thirds
(2/3) vote at any regular or special meeting of the Board of Directors.

ARTICLE IX
CONTRACTS, LOANS, CHECKS AND DEPOSITS

Section 1. Contracts. The Board of Directors may authorize any officer or officers, agent or
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agents, to enter into any contract or execute and deliver any instrument in the name of an on
behalf of the Association, and such authority may be general or confined to specific instances.

If the authority to be vested in an agent to enter into any contract on behalf of the Association
isto be general, such authority shall be reduced to writing. In any event, the authority of any
officer or officers, agent or agents, may be revoked for cause.

Section 2. Loans. No loans shall be contract on behalf of the Association and no evidence
of indebtedness shall be issued in its name unless authorized by aresolution of the Board of
Directors. Such authority may be general or confined to specific instances- In all cases of
genera authority, such authority shall be reduced to writing and may be revoked for cause
shown.

Section 3. Checks, Dr
notes, or other evi
such officer or o
time be determi

etc. All checks, drafts, or other orders for the payment of money,
Indebtedness issued in the name of the Association shall be signed by
ents of the Association and in such manner asshall fromtimeto
resolution of the Board of Directors.

Section .4. Deposits. A Association not otherwise employed shall be deposited
from time to time to the cl Association in such banks, trust companies, or other
depositories as the Board of Directo ect.

ARTI

FISCAL YEAR
Thefiscal year of the Association shall begin on th ovember and end on the

31st day of October in each year. O

ARTICLE XI

4
SEAL

The Board of Directors shall provide a corporate seal which shall be circular in form
and shall have inscribed thereon the name of the Association and the state of the incorporation
and the words " Corporate Seal'.

ARTICLE XII
PARLIAMENTALRY AUTHORITY

All points not specifically covered in the Bylaws shall be governed by the rules
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contained in Robert's Rules of order, Revised, 75th Edition.

ARTICLE XIlI
AMENDMENTS
These Bylaws may be amended by a two-thirds (2/3) vote of the Directors at any regular

meeting, providing that the amendment has been submitted in writing at aregular meeting
within the previous year.

ADOPTED this day of , 1981.

Secretary

&

4

Appendix B
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Sample Policy and Procedures Manual

o
X

%

4

POLICY AND PROCEDURES MANUAL

7/20/83
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Resolved that the Arizona Professiona Child Care Association shall have a POLICY AND
PROCEDURES MANUAL (hereinafter ref erred to asthe manual) which shall contain al officia
policy statements and procedural guidelines approved by the board of directors. The membership
and all directors and officers shall be bound to compliance with the contents of the manual as a
condition of membership and right to hold office..

1. Themanual shall beinlooseleaf format and shall be divided into ten (10) partswhich shall
be: 1. AUTHORITY; II. DEFINITIONS; I1l. MEMBERSHIP; IV. STANDARDS; V.
RESEARCH; VI. PUBLICATIONS; VII. PUBLIC RELATIONS-PUBLIC EDUCATION; VIII.
FINANCE; IX. GENERAL ADMINISTRATION; X.INTERN POLICY DIRECTIVES.

2. Anofficia copy of the manual shall be maintained by the secretary of the association who
shall ensure that al procedures described herein, regarding the maintenance of the manual, are
carried out, or that of directors are notified when these procedures have been violated or
neglected.

e resolutions of the board of directors of the association
incorporated into the manua aresolution by the board
t which specifies:

icial policy of the association.

3. The contents of the ual
except as specified herein’{in order to
must include, in the final p. h,

a)  That theresolution |

b)  That theresolutiorf¥sSto be in the APCCA POLICY AND PROCEDURES
MANUAL.

¢)  Thepart of themanual inWhich the tion shall be placed and the al phabetical
section of that part which 0 occupy.

d)  An officer or the chair of a st ittee to be responsible for periodic

review of the resolution.
€)  The'maximum period of' timewhich shall elapsébetween periodic reviewsof the
resolution by the officer or chair designat d) above.
f) Whether and in what 7nanrier the resoluti@n r supercedes, affects or is
related to any existing contents of the manual .
g) Thetitle under which the resolution will be plac ual and listed in the
table of contents of the manual.

4. Immediately following any meeting of the board of directorsat which affesol utions conformi ng
to the specifications described herein was approved, the secretary of the association shall preparea
copy of such resolutions, utilizing the appropriate title and page numbering procedures, and placeit
in the designated part and section of the official copy of the manual. The secretary shall also
update the table of contents of the manual as necessary. Within thirty (30) days of any such
meetings, the secretary --hall Prepare copies of any additions or changes in the manual and bail
these to the members of the board of directors.

5. Part | Of the manual, AUTHORITY, shall Contain:
a) AsSection A, acurrent copy of the BY -Laws of the association.
b)  As Section B, acopy of thisresolution.
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c) AsSection c, acopy of any organizational chart

which may be approved by the board directors.

d) As Section D, alist of the members ooff the board of directors showing
offices held, Positions on standing committees ', addresses and phone
numbers. This list shall be mal 'ntained in the manual by the secretary
who shall make changes as needed, without requiring specific action by
the board, so that current accurate information isavailablefor each regular
meeting of the board of directors.

6. Part X of the manual shall contain resolutions of the board of directors or of the Executive
Committee, or directives of the president of the association that are to be referred to as interim
directives. Interim directives shall be temporary Policies of the association designed to deal with
emergency Situations and.shall be tiger limited. The Maximum time a interim -directive may
remaininforceis nterim directiveswill differ from other contents of the manual in that
ify, in addition to the information required by paragraph 3 above;

7. Thesecretary of theassoc
and shall, at each board meeting, pr
which will be due at the next regul

oard with alist of review which are due and those
mesti board.

8. Each page of each resolution contain them all have page numbersin thelower right
hand corner of the page which shall consi

a)  Onthefirst line, the'Rom meral of the part of the manual in
which the resolution belongs, an

b)  Onthesecondline, 'the sectio ollewed by the page number of

the resolution. O

This resolution,, when approved by the board of directors, shall ide official policy of the
Arizona Professional Child Care Association, and shall be placed into Part | of the POLICY AND
PROCEDURES MANUAL as Section B, under the title, "POLICY AND PROCEDURES-
MANUAL” The secretary of the association shall be responsible for review of this policy at least
once every two years.

Appendix C
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Sample Articles of Incorporation

o
e
V/

&

ARTICLES OF INCORPORATION
OF
ARIZONA PROFESSIONAL CHILD CARE ASSOCIATION
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In compliance with the requirements of Arizona Revised Statutes, as amended, the
undersigned, all of whom are of full age, havethisday voluntarily associated themselvestogether
for the purpose of forming an association, not for profit, and do hereby certify:

ARTICLE |
NAME OF ASSOCIATION

The name of the association is ARIZONA PROFESSIONAL CHILD CARE
ASSOCIATION, herei cdled the'Association'.

ARTICLE I
O PLACE OF BUSINESS
e

ation shall be at 508 West Portland, Phoenix,
Aé

STATUTORY A
The name of the initia statutory agent of the associationd&GAIL LOOSE, whose
addresses 508 West Portland, Phoenix, Arizona 85003.

ARTICLE IV O

PURPOSE
\ 4

The purpose for which this association is organized and operated is the transaction of

The known place of busin
Arizona 85003,

any and al lawful businei3afor which anon-profit association may be incorporated under the
laws of the State of Arizona, as they may be amended from time to time, and specificaly, but
not in limitation thereof, for the purpose of advocating and promoting quality child care
practices and competent services for children and adol escents through the devel opment of

programs that enhance the professional competence, and -knowledge of child care workers
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Further, the association shall protect and serve the children of Arizona by taking any action or
engaging in any activity designed to improve the quality of services or ensure the needs Of the

child.

ARTICLEV

INITIAL BUSINESS

The association initially and thereafter intends to conduct the business of devel oping and
publishing ethical stand of practice for child care workers and child care programs; to
provide conferen ops, and training programs for the child care profession; to provide
channels through'whi ormation relevant to child care.can be effectively distributed to
workers, agencies and

mote and engage in research activities for the purpose
nd empirical knowledge; and to affiliate with
rizonawhich have an interest in the improvement of
n, al i est of the public welfare and the

of improving child care met
other organizations within and outsi
the quality of the child care prof
protection of children.

ARTICLE

CORPORATE RESTRICTI

Notwithstanding anything herein to the contrary contai llowing restrictions on

the activities of the association shall apply throughout its corpor [

a)  No part of the activities of the association shall be carryi propaganda or
otherwise attempting to influence legislation; <&

b) Thisassociation shall be anon-profit association and shall have no stock and no
dividends or pecuniary profit shall be declared or paid to the directors thereof or to
any other private individual, and all of its earnings shall be used to further the
purposes of this association as hereinabove set forth;

¢) No person shall possess any property right in or to the property or assets of the
association- Upon dissolution of' the association, all assets not otherwise disposed of
and not subject to any trust shall be distributed exclusively to charitable, religious,
scientific, literary, or educational organizations which would then qualify tinder the
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provisions of Section 501 (c) (3) of theinterna Revenue Code and its regulations as
they now exist or as they may hereafter be amended,

d) Theassociation shall distribute itsincome for each taxable year at such timeand in
such manner as not to become subject to the tax on undistributed income imposed by
Section 4942 of the Internal Revenue Cod of 9154, or corresponding provisions of
any subsequent Federal tax laws;

€) The association shall not engage in any of self-dealing as defined in Section 4941(d)
of the Internal Revenue Code of 1954, or corresponding provisions of any subsequent
Federa tax laws,

f) The associationshall not retain any excess business holding as defined in Section
nal Revenue Code of 1954, or corresponding provisions of any
laws,

g) Theassociation ghall not any investments in such manner as to subject it to tax
al Revenue code of 1954, or corresponding provisions

h) The association shall notmake expenditures as defined on Section
4945(d) of the Internal Revenug'€ode of 1954, or corresponding provisions of any
subsequent Federal tax laws.

i) Thisassociation shall have no capital | not engage in business for profit,
but shall be supported by grants, gifts, bequests, benefits, contributions, and fees and
dues paid by members or fees received for certificati raining, educationa and
other programs and activities within the scope of i rofit purposes.

Membership in the association shall be govern led as provided in the
Bylaws of this association- No part of the earnings; I receipts of this
association shall ever inure to the benefit of or be distri individual
member or members of this association.

4

ARTICLE VII
INCORPORATORS
The names and addresses of the Incorporators are:

MICHAEL C. GRAHAM 647 E- Lalolla
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Tempe, AZ 85282 GAIL LOOSE
508 W. Portland
Phoenix, AZ
850013

Yo,

Co

JENNIE SIGLER
823 W. Laird
Tempe, AZ
85281

&
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All powers, duties, and responsibilities of the incorporators shall cease at the time
of delivery of these Articles of Incorporation to the Arizona Corporation Commission for
filing.

ARTICLE VIII

OFFICERS AND DIRECTORS

The affairs of the association shall be conducted by a Board of Directors Izid Such
officers as the directors lay elect; or appoint. The number of directors shall be not less
than six (6) nor more than twelve (12). The number of director may be changed by
s Of the association. Theinitial directors shall be those elected
by the member cordance with the Bylaws in September 1982. The names of

MICHAEL C. GR YNETTE G. PETERSEN GAIL LOCSE
JENNIE SIGLER F BASCH ALICE BUSTILLO
TERRY JOHNSON D HARTIN BARBARA HENSCHIED
LQ
COMMENCEM
Thetime of commencement of this association | be the date on which the
Arizona Corporation Commission shall file these’A f Incorporation.
ARTICLE X :
L 2
AMENDMENT

These Articles of Incorporation may be amended as provided for in Section 10-
452 Of the Arizona Revised Statutes or any corresponding or successor provisional of
any future legislation enacted for that purpose.
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ARTICLE XI
LIABILITY LIMITATION

The Private property of the members of this association shall forever be exempt
from liability for the corporate obligations. The Officers and directors shall not be
individually liable for the association’s debts or other liabilities and the private Property
of such individuals shall be exempt from any corporate debts or liabilities.

ARTICLE XII

INDEMNIFCIATION
Subject to furth hereof, the association shall indemnify any and all of its
directors, officers, for d former officersagainst all expenseincurred by them
and each of them, in limited to legal fees, judgments and penalties and
amounts paid in settlem ompromi se which may beincurred, rendered or levied in any
legal action brought against any
to have been committed while
theassociation. Whenever any direct
to the president of the association o
incurred or may incur expenses, incl
penaltiesand amounts paid in settlement or ¢ nalegal action brought or about to
be brought against him for or on account of any or omission aleged to have been
committed by him while acting within the scope of his empl oyiment-- asadirector or officer
of the association, the Board of Directors shal, at itsn ar meeting, or at a special
meeting held within areasonabl e time thereafter, deterniine faithwhether, in regard
to the matter involved in the action or contemplated actio C son acted, failed to act,

or refused to act willfully or with gross negligence or with fr. chi minal intent in
ind

ope of employment asdirector or officer of
rmer director or former officer shall report
f the Board of Directors that he had
ited to legal fees, judgments, and

regard to the matter involved in the action or contemplated actio nification shall be
mandatory and shall be automatically extended as specified herei ided, however, that
such indemnification shall not be available with respect to liabilities un@ler the Securities Act
of 1933, and provided further, that the association shall havetheto refuseindemnificationin
any instance in which the person to whom indemnification would otherwise have been
applicable shall have unreasonably refused to permit the association, at is own expense and
through counsel of its own choosing, to defend him in the action.

IN WITNESSWHEREOF, for the purpose of forming this association under thelaws
of the State of Arizona, we, the undersigned, constituting the incorporators of the
association, have executed these Articles of incorporation this day of
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1983.

MICHAEL C. GRAHAM GAIL LOOSE

JENNIE SIGLER

o
X

&
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