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BOARD OF DIRECTORS JOB DESCRIPTIONS:  Elected Positions

PRESIDENT:

OVERVIEW

The President represents and serves the membership of VDA.  Serve as chief executive officer of the Vermont Dietetic Association and the chair of the Executive Board. The President’s role is to manage, stay informed, and ensure that all lawful orders and resolutions of the Board of Directors are carried out.  The president chairs the Strategic Planning Committee and is a member of the Finance Committee, & Bylaws and Policies Committee. The president serves as a member exofficio of all standing and special committees, without vote.

Responsible to: VDA membership
Term of Office: One year.  Term begins June 1 and ends May 31 of the following year.

Voting Member Status:  Voting Member of the Executive Board
Responsibilities:

1. Preside at all meetings of the Board of Directors and the Meeting of the Members. Serve as a voting member of the Executive Board in the event of a tie vote.

2. See that all recommendations submitted to the Executive Board are duly considered.

3. Appoint the chair of any special committee of the Executive Board.

4. Appoint members to the board as needed (those not elected to office)

5. Appoint a qualified member to replace any person unable to fulfill the responsibilities of his appointment.

6. Serve as Alternate Delegate, until a special election can be held, if the elected Delegate is unable to complete the term.

7. Have the general powers of supervision and active management usually vested in the office of President 

8. Obtain location and set dates of executive board meetings during year of office.
9. Prepare agenda for the Executive Board Meetings and distribute to members at least one week prior to the upcoming meeting.

10. Keep membership informed of activities using current communication methods available by the association including, but not limited to, writing articles for the newsletter (President’s message), welcome to new members and electronic communication.

11. Prepare a welcome letter for the VDA website (May/June).

12. Prepare a welcome letter, along with the Membership Committee Chair, for new members to VDA.

13. Serve as the official contact person (along with the delegate) between VDA and ADA

14. Represent the Association at all meetings and activities planned for Presidents and Presidents-Elect at the ADA Annual Meeting (FNCE).

15. Complete and Submit Annual Report and Articles of Affiliation to ADA, and any other items requested by ADA as needed.

16. Confer with ADA headquarters on matters pertaining to VDA activities

17. Forward pertinent information to appropriate members within VDA

18. Help coordinate special events such as, National Nutrition Month, VDA Day at the State House and scheduled educational events.

19. Remain in contact with members of the board on an as needed basis.  

20. Maintain a current email list of executive board members.

21. Forward all pertinent material to the board members from ADA or other board members.

22. Negotiate contracts with non VDA members or companies for services as needed with final approval of all contracts through the board /finance committee.

23. Verify that contracts between individuals or companies and VDA are current.

24. Verify, with Treasurer, that an annual tax return is filed, and that VDA is incorporated by the State of Vermont.

25. Obtain copy of Board Liability Insurance from ADA annually

Time Commitment:  4-10 hours monthly though this may vary per month and per year depending on the organizations’ identified priorities.  The position requires travel to at least 1 national meeting (4-5 days) during the first and second year of the commitment.

Qualifications: ADA membership, Prior experience as a member of the VDA Executive Board is beneficial, Experience or strong interest in leadership & management, Good communication skills, written and verbal, Commitment to ADA mission and goals

BOARD OF DIRECTORS JOB DESCRIPTIONS:   Elected Positions

PRESIDENT-ELECT

OVERVIEW

The President-elect represents and serves the membership of VDA as a member of the Executive Board. This position is responsible for planning the annual meeting of members, and also participates in executing resolutions made by the Executive Board. It is the duty of the President-elect to prepare for their term as President by becoming acquainted with all the functions and responsibilities of the President. In the absence of the President, the President-elect performs all the duties and responsibilities of the President. The President-elect chairs the Program Planning Committee and is a member of the Finance Committee, Strategic Planning Committee & the Political Action Committee. 

Responsible to: VDA membership & President

Term of Office: One year.  Term begins June 1 and ends May 31 of the following year. 

               Position represents a three year commitment to VDA.

Voting Member Status:  Voting Member of the Executive Board.

Responsibilities:

1. .Attend board meetings and participate in executing resolutions of the Executive Board. 

2. Become acquainted with all the roles and responsibilities of the president and other officers in preparation for the upcoming term as president. 

3. Perform the duties/responsibilities of the office of the president in the president’s absence or when the president is unable to perform their duties as determined by the Executive Board.

4. Chair of the Program Planning Committee and assumes responsibility for planning the VDA Annual Meeting & Conference.

5. Attends FNCE and/or ADA Leadership Institute.

6. Serve as member of the Finance, Strategic Planning, CPI and Political Action Committees.

7. Submit written update regarding Program Planning Committee activities to VDA bulletin.

8. Appoint the chair of all standing committees to serve during the President-elects term as president should vacancies occur.

9. Plans the Executive Board transition meeting in late May.

10. Send the names of all officers and committee chairs who will serve during their term as president to ADA headquarters.

11. Represent the Association at all meetings and activities planned for Presidents and Presidents-Elect at the ADA Annual Meeting (FNCE).

12. Assist president in all activities and communications with ADA headquarters on matters pertaining to VDA activities.

13. Help coordinate special events such as, National Nutrition Month, VDA Day at the State House and scheduled educational events.

14. Performs other duties as designated by the Executive Board.

Time Commitment: 2-5 hours monthly though this may vary per month and per year depending on the organizations’ identified priorities.  The position requires travel to at least 1 national meeting (4-5 days) during the first and second year of the commitment.
Qualifications:

· Active member of VDA, prior experience on the Board of Director is desirable.

· Commitment to the organization and a willingness to devote necessary time and effort.
BOARD OF DIRECTORS JOB DESCRIPTIONS:   Elected Positions

PAST-PRESIDENT

OVERVIEW

The Past- President assures that the documents governing the Vermont Dietetic Association (by-laws and Policy and Procedure Manual) accurately reflect the philosophy and current practice of the organization.  The past-president, in collaboration with the president and president-elect, plays a leadership role by serving on assigned committees including strategic planning.
Responsible to: VDA membership & VDA President 

Term of Office: One year.  Term begins June 1 and ends May 31 of the following year.

Voting Member Status:  Voting Member of Executive Board

Responsibilities:

Functions: The Past-President will:

1.  Serve as a voting member of the Executive Board

2.  Chair the By-laws committee which is charged with reviewing the VDA Bylaws and Policy and Procedures manual annually and revise as necessary. this committee consists of the Past-president, President, president elect, delegate, and one other member who is not a member of the Executive Board.

3.  Serve on the following committees- Long range planning (Strategic Plan) and Awards.

4.  Serves as a resource for the Executive Board as it pertains to the VDA Bylaws and Policy and Procedure manual.

 Time Commitment: 1 hour per month

Qualifications: 

· serve as President and President-Elect of VDA

· VDA/ ADA membership

BOARD OF DIRECTORS JOB DESCRIPTIONS

VDA SECRETARY

OVERVIEW

The Secretary is an elected position and serves as a voting member on the Executive Board.  The secretary is responsible for recording and filing of minutes of Board Meetings. The secretary also maintains the membership list of VDA members through the ADA database.   

Responsible to: VDA membership and VDA President  
Term of Office: Two-year elected position

Voting Member Status:  Voting Member

Responsibilities:

1. Serve as a voting member of the Executive Board.

2. Be responsible for recording and filing the minutes of all Executive Board and            Association membership meetings.

3. Email labels for current VDA members to the chair of the nominating Committee not less than (45) days prior to the closing of the polls. Mail address labels for members who do not have email addresses. 

4. Utilize ADA’s Data Management Information System (DMIS) to access the membership roster and membership directory.

5. Attend all meetings of the Executive Board and record the minutes during the meeting.

6. Type and distribute through email the minutes within two weeks and email to the President. 

· When President has approved the minutes, email to Webmaster for posting on the website.  Keep one copy for the Secretary’s file

· The President will email the minutes to the Executive Board. 

7. Provide mailing labels for conference registration mailings, the official VDA ballot, or by special request. ? Maintain the VDA mailing list rental program to non-profit organizations?  

8. Secretary will email President-Elect address labels for Annual VDA Conference of members and non-members.  

9. Secretary will assist President in locating a meeting room for Board meetings. 

Committee Memberships:

Website Committee

Time Commitment:

· The Secretary is expected to commit, on average, 2-3 hours after each Board Meeting. 

· Attend Board meetings record the discussion for Board members. 

Qualifications:

· Must be a VDA member

· Commitment to the organization and a willingness to devote the necessary time and effort
BOARD OF DIRECTORS JOB DESCRIPTIONS:   Elected Positions

TREASURER
OVERVIEW

The Treasurer is an elected official who sits on the Board of Directors and is the chair of the Finance Committee.  The Treasurer oversees the organization’s finances.

Responsible to: VDA membership, VDA President 

Term of Office: Two years.  Term begins June 1 and ends May 31 of the following year.

Voting Member Status:  Voting Member

Responsibilities:

1. Serve as a voting member of the Executive Board.

2. Have custody of all funds and securities of the Association.

3. Assure that full and accurate financial records are kept and audited annually.

4. Report the financial status of the Association at all Executive Board and membership meetings.

5. Pay all bills incurred by the Association promptly.

6. Deposit receipts in the name of and to the credit of the Association in depositories approved by the Executive Board.

7. Chair the Finance Committee.

8. Serve as a member of the Long-Range Planning Committee.

9. In counsel with the Finance Committee, prepare the annual budget of the Association and submit it to the Executive Board for approval.

10. Notify all officers and chairs of each committee, of the amount of money budgeted for the use of that office or committee.            

11. Have any and all other powers and functions usually vested in the office of treasurer.

12. Maintain full and accurate financial records.

13. Submit all accounting records to be audited by an accountant annually.

14. Supervise the completion of the Association tax return by an accountant.

15. Supervise the management of the Elizabeth Hiser Scholarship fund.

16. Notify all officers and committee chairs of the amount of money budgeted for the use of that office or committee.

17. Prior to the April Executive Board meeting, arrange a meeting of the Finance Committee to discuss and prepare the annual budget for the following fiscal year (June 1 to May 31st).

18. At the April Executive Board meeting, submit the annual budget for approval.

19. Work with President to ensure Non-Profit Status is current on an annual basis.

20. Work with Secretary to ensure Post Office box dues are paid annually.
Time Commitment:  1-4 hours per month though this may vary per month and activity of the organization. 

Qualifications: Experience with budgeting and financial oversight helpful.
BOARD OF DIRECTORS JOB DESCRIPTIONS: Elected Positions

VDA DELEGATE

OVERVIEW

The Delegate is elected by the members of VDA to represent them as a member of the ADA House of Delegates.  The Delegate performs functions as needed to assist in facilitating the work of the ADA House of Delegates.   

Responsible to: VDA membership and Executive Board

Term of Office: Three-year elected term

Voting Member Status:  Voting Member of the VDA Executive Board.

Responsibilities:

1. Serve as a voting member of the Executive Board.

2. Participates in HOD meetings and formal electronic dialogues.

3. Participates in electronic dialogues, deliberations and voting in the HOD Community of Interest.

4. Recommends agenda items for HOD meetings.

5. Participates in discussions, makes and votes on motions.

6. Contributes to and participates in achieving goals for HOD, and HOD committees.

7. Identifies topics for future dialogue and deliberations a HOD meetings based on needs, concerns and interests of members.

8. Maintains communication with HOD Leadership Team and responds to requests from Speaker and House committees.

9. Maintains communication with constituents (e.g., members, DPGs, MIGs, affiliates, practice area experts) through mechanisms developed by HOD; may include attendance at meetings or on conference calls, writing articles, soliciting input; facilitating group discussions at established times, such as ADA FNCE, affiliate and DPG meetings or designated teleconferences.

10. Monitors the ADA budget and addresses issues via HOD representatives on Finance Committee.

11. Accepts appointments for HOD committees, subcommittees, and task forces and Tactical Workgroups and completes assigned tasks.

12. Contributes to reports on activities.

13. Monitors the functions of the HOD to ensure compliance with the Bylaws and policy and procedures.

14. Participates in HOD activities to identify and prioritize trends in the profession.

15. Assists in orientation of and transfer of information to new delegates to ensure continuity.

16. Communicates information from the HOD to VDA members and obtains input from VDA members as needed.

Time Commitment: 4-10 hours monthly though this may vary per month and per year depending on the organizations’ identified priorities.  The position requires travel to at least 1 national meeting (4-5 days) annually.

Qualifications:  Prior experience on the VDA Board of Directors strongly encouraged. Prior knowledge of the American Dietetic Association operations & organizational priorities helpful.

BOARD OF DIRECTORS JOB DESCRIPTIONS- Elected Positions

 
COUNCIL OF PROFESSIONAL ISSUES, CHAIR
 
OVERVIEW 
 
Works with CPI Chair-elect to coordinate nomination and selection of awards and honors given to VDA members or health professionals and apply the Commission on Dietetic Registration for continuing education programs and credits.  Chairs the Professional Issues committee and is a member of the Program Planning committee.
 
Responsible to: VDA Membership & VDA President
 
Term of Office: Two (2) years, first as Chair-elect, second as Chair
 
Voting Member Status:  Voting member of the Executive Board
 
Responsibilities:
1. Chair the Professional Issues Committee.
2. Solicit names of candidates for awards and submit final candidates to the Executive Board for Approval.  Obtains the awards to be distributed, notifies the nominees and presents the awards.
3. Serves as a member of the program planning committee.
4. The Professional Issues committee serves as a resource to the Association for review of ethical issues, development criteria for quality assurance and for the development of programs and activities of the practice groups and of the Association.   The committee also resolves member concerns of ethics when needed.
Time Commitment: 1-2 hours per month

Qualifications: Must be a VDA & ADA member.
 
BOARD OF DIRECTORS JOB DESCRIPTIONS:  Elected Positions

 COUNCIL OF PROFESSIONAL ISSUES CHAIR-ELECT

OVERVIEW 

Works with CPI Chair to coordinate nomination and selection of awards and honors given to VDA members or health professionals and apply the Commission on Dietetic Registration for continuing education programs and credits. 

Responsible to: VDA Membership and President 

Term of Office: Two (2) years, first as Chair-elect, second as Chair

Voting Member Status:  Voting member of the executive board

Responsibilities:

1. Chair the Professional Issues Committee
2. Assist the Council of Professional Issues Chair in nomination and selection of awards and honors given to VDA members and or health professionals.
3. Assist CPI Chair in actions listed under that office.
4. Apply to the Commission of Dietetic Registration for approval of continuing education programs
5. Act as a resource for VDA members in communication with CDR in getting continuing education credits approval.
Time Commitment: 1-2 hours per month

Qualifications: Must be a VDA & ADA member.
BOARD OF DIRECTORS JOB DESCRIPTIONS: Elected Positions

NOMINATING COMMITTEE- CHAIR 

OVERVIEW 

Then Nominating Committee Chair, along with committee members, coordinates and implements the VDA annual election of officers.  The chair is responsible for designating candidates for president-elect, secretary and treasurer (alternate years), nominating committee, chair of professional issues, and delegate (every 3 years).  Presents a slate of officers to the Executive Board prior to presentation for membership vote.

Responsible to: VDA Membership and President 

Term of Office: Two (2) years, first as Chair-elect, second as Chair

Voting Member Status:  Voting member of the executive board 
Terms of Office:  Two (2) year term, first as Chair, second as Chair Elect.

Responsibilities:

1. In the summer, meet with the nominating committee and develop a list of possible nominees for positions. Potential nominees can be recruited from:

· Current membership list

· Contacts from the previous ballot

· Current board members who are ending their terms

· Board member nominations

· A call for nominations to membership

The list of potential nominees can be divided up into thirds and handed out to each one the committee.  All suggested nominees are to be contacted.

2. When contacting potential nominees, provide each with the following:

· A review of the position responsibilities

· Why they are a fit for the position

· Who they were nominated/referred by

· The estimated time commitment

· Contact information of current member in position, if requested

· A written description of position from policy and procedure manual 

3. In the summer, either in person or by phone or e-mail, contact committee members to share their findings and again brainstorm more suggested names for nominees if necessary.  

4. Assure each nominee is an active member of VDA.

5. In the fall, when nominees are selected and approved by all committee members, each is sent the VDA written consent/background information sheet to be returned within one week. A template is saved on a flash drive to be handed down each year.
6. Present slate to the Executive Board for approval.  

7. When the slate is approved, set up the ballot and background information. Determine the need for paper and electronic ballots. All members with e-mail addresses receive an electronic ballot and those without e-mails receive a paper ballot. Contact the VDA Secretary to obtain a list of members with e-mail addresses and a list of members without e-mail addresses. Keep one copy of the printed ballot and background information for the Nominating Committee records book.

8. For the electronic version of the ballot, refer to the website consultant for information needs (member numbers, background information forms, etc.).  Test the ballot and links before e-mailing to Executive Board for approval. E-mail link to members on February 1st.

9. For paper ballots, mail out ballots, background information and stamped self addressed envelopes by February 1st to members.  Members should return them to the chair of tellers by March 1st of each year.

10. On March 1st, tally the electronic votes with the count from the Chair Teller in order to determine the election results. According to ADA By-Laws, 20% of membership must vote in order for the results to be valid.

11. Contact the nominees of the results by phone, and notify the executive board via email.  The Nominating Committee sends letters of the election results to nominees (congrats or regrets). Letter templates are saved on a flash drive to be handed down each year.

12. Names of officers will be reported to ADA by the third week of March by the President. 

Time Commitment: 1-2 hours per month

Qualifications: Must be a VDA & ADA member.
BOARD OF DIRECTORS JOB DESCRIPTIONS: Elected Positions

NOMINATING COMMITTEE- Chair Elect 
OVERVIEW 

The Nominating Committee Chair Elect assists the Nominating Committee Chair in coordinating and implementing the VDA annual election of officers.  
Responsible to: VDA Membership and President 

Term of Office: Two (2) years, becomes chair in year two
Voting Member Status:  Non-Voting member of the Executive Board

Responsibilities:

1. Attend all nominating committee meetings and actively work toward developing a list of possible nominees for positions. 

2. Serves as a member of the nominating committee

3. Assists the Chair in recruitment, nomination and election of officers

4. Becomes familiar with the role of the Nominating Committee Chair to take over this role at the end of the term.

Time Commitment: 1-2 hours per month

Qualifications: Must be a VDA & ADA member.
NOMINATING COMMITTEE MEMBER- One (1) Year

OVERVIEW 

The Nominating Committee Member assists in coordinating and implementing the VDA annual election of officers.  
Responsible to: VDA Membership, president and Nominating Committee Chair

Term of Office: One (1) year
Voting Member Status:  Non-Voting member of the Executive Board

Responsibilities:

1. Serves as a member of the nominating committee.

2. Assists the Chair in recruitment, nomination and election of officers.

 Time Commitment: 1-2 hours per month

Qualifications: Must be a VDA & ADA member.
BOARD OF DIRECTORS JOB DESCRIPTIONS: Appointed Positions

PUBLIC POLICY COORDINATOR (PPC)

OVERVIEW

The state Public Policy Coordinator is the “content person” and the primary liaison between the affiliate public policy work and the ADA. The PPC leads the process of consultation and collaboration to assure that every representation (federal, state, and local) is consistent with the ADA’s mission, vision, and positions.

Responsible to: VDA membership and VDA President  

Term Of Office: Three years, appointed by the president. 

Voting Member Status:  Voting Member

Responsibilities:

1. Serves as the key connection/conduit between ADA Policy Initiatives and   Advocacy staff and grassroots leaders on ADA public policy stances and processes.

a. Works proactively to create and maintain a network of food, nutrition and health advocates in the state. 

b. Encourage grassroots training and participation in ADA and affiliate campaigns.  Distributes via e-mail Action Alerts issued by ADA. 

c. Remains able to access the most up-to-date information on ADA stances on issues and helps to interpret their application in non-federal venues and advises affiliate to abide by ADA In their state and local issues work.

d. Maintains a flow of communication with activists in the network. 

2. Assumes national responsibilities formally assigned to the Legislative Network Coordinator. Like the LNC, the PPC is the primary contact in the state for Public Policy Workshop advocacy.

a. Attend the ADA Public Policy Workshop in Washington, D.C., when funds are available, and report on the experience at the next scheduled board meeting.

b. Encourage other members to attend the ADA Public Policy Workshop and assist in obtaining ADA scholarships when possible.

c. If attending PPW, the PPC makes the appointments with the Senators and Representative in Washington for affiliate members attending PPW.

d. Manages the affiliate table at PPW

i. Leads grassroots training for members at the state delegation tables

ii. Leads strategic discussion for the Day on the Hill

3. Chairs and coordinates the activities of the Public Policy Panel. 
Time Commitment: 2- 6 hours per month, may vary according to the organizations’ priorities both on a state and national level.

Qualifications: Must be a VDA & ADA member.
BOARD OF DIRECTORS JOB DESCRIPTIONS- Appointed Positions

STATE POLICY REPRESENTATIVE (SPR)
OVERVIEW

The State Policy Representative coordinates state policy efforts for the Vermont Dietetic Association. 
Responsible to: VDA membership and VDA President 

Term of Office: Two years.  Term begins June 1 and ends May 31 of the following year.

Voting Member Status:  Voting Member of the Executive Board

Responsibilities:

1. Gaining consensus within the affiliate for a set of public policy priorities – not to exceed 3 – 5 issues.   Maintain a program of work consistent with selected priorities.

2. Tracking state legislative and regulatory issues of importance to RDs and overseeing the affiliate's response to emerging opportunities and problems. 

3. Engaging with appropriate leaders – including DPGs in the state – to manage representations on practice matters.  Affiliates may want to delegate responsibility for specific issues to individuals with specific knowledge or interest to lead affiliate action. 

4. Coordinating appointments with state contacts (i.e. Governor’s office, state health officials, state legislators) to raise the profile of the association.  Supporting members who connect with local contacts, including school systems, local Boards of Health, and similar groups.

5. Coordinating with the Public Policy Coordinator on issues to assure that the affiliate stance is consistent with ADA's.

6. And serve on the VDA Public Policy Panel in a substantive role and as a liaison with the ADA Director of State Government Relations to collaboratively consider the affiliate’s response to emerging opportunities and problems.  Co-Chairs the VDA Public Policy Panel with the Public Policy Coordinator. 

7. Coordinates annual legislative day.

8. Communicates with lobbyist to stay abreast of bills of interest in legislature and reports this communication back to the VDA Board of Directors.

Time commitment:  Minimum 1 hour per week.  More time during planning of legislative day and during special projects. May vary according to organizational priorities. 

Qualifications: must be a VDA & ADA member.
BOARD OF DIRECTORS JOB DESCRIPTIONS:  Appointed Positions

PUBLIC RELATIONS CHAIR/ MEDIA REPRESENTATIVE

OVERVIEW

The PR Chair/Media Representative represents and serves the membership of VDA.  The PR Chair/Media Representative’s role is to coordinate efforts to publicize media coverage of National Nutrition Month and to promote the profession of dietetics and good nutrition in the local media.  The PR Chair/Media Representative is a member of the Communications Committee (formerly Website & Public Relations Committee) .

Responsible to: VDA membership and VDA President

Term of Office: No term limit.  Appointed by the President.

Voting Member Status:  Voting Member of the Executive Board

Responsibilities:

1. Develop and maintain a media contact list including local newspapers, television and radio stations

2. Through e-mail or the VDA newsletter, request National Nutrition Month activities are reported by members.  Publicize these activities in the spring VDA newsletter and other media outlets.

3. Promote the profession of dietetics and good nutrition in the local media.

4. Work with the CPI Chair-elect to recognize VDA award winners in their local newspapers or hospital newsletters.

5. Work with the web master to keep the VDA website updated and promote current VDA activities.

6. Promote the VDA website to members.

7. Work with the State Policy Representative (SPR) to coordinate activities for an annual VDA legislative day at the capitol.

8. Locate members willing to be contacted for television and newspaper feature articles.

9. Maintain a current list of members willing to be on the “Contact a Dietitian” section of the VDA website.

10. Assist members in proof-reading articles to be submitted for publication.

11. Coordinate efforts to publicize the nutrition expertise of the R.D.

Time Commitment: 1-2 hours per month

Qualifications: Must be a VDA & ADA member.
BOARD OF DIRECTORS JOB DESCRIPTIONS- Appointed Positions

REIMBURSEMENT REPRESENTATIVE

OVERVIEW

Reimbursement representatives provide an invaluable service to both the affiliate or DPG group and ADA through their MNT coverage and reimbursement related communications with local members.  Some affiliates have created a reimbursement committee so members in their district associations are involved and have access to coverage activities and information.   Reimbursement reps and/or their committees will require affiliate/DPG funding to support their activities.  

Responsible to: VDA membership and President

Term of Office:  Three Years, Appointed by the President.

Voting Member Status:  Voting Member of the Executive Board

Responsibilities:

1. Member of the VDA Public Policy Panel as the Medicare, Medicaid and private sector reimbursement expert.  (For details go to “ADA Grassroots Report” at www.eatright.org.)

2. Share MNT coverage and Medicare Part B MNT information with local members via the phone or email communications and through presentations. Direct members to coverage and reimbursement resources through local and ADA Web pages,

3. Support coding and coverage issues on the local level; initiate or help to advance member coverage activities with third party payers or other decision makers,

4. Reinforce use of standardized language (the ADA Nutrition Care Process that describes the unique steps RDs implement when providing MNT) to document nutrition services provided by RDs. Promote  nutrition monitoring and evaluation to track MNT outcomes data (critical for impacting coverage decisions),

5. Assist with member “Call to Actions” with the affiliate or DPG public policy coordinators.  Recruit RDs to participate in the ADA RD Coding Network- a group of RDs trained to participate in ADA coding surveys and activities.

6. Relay MNT coverage information to ADA’s Nutrition Services Coverage Team

Time Commitment: 5-7 hours per month but may vary according to state and national priorities and activity. 

Qualifications:  Must be a VDA & ADA member. Individuals best suited for the reimbursement representative position should:
· Stay up-to-date on local MNT coverage and reimbursement activities,

· Serve as the point person to initiate and advance coverage activities with members and the VDA Public Policy Committee, or VDA board members,

· Use ADA MNT coverage and practice resources (e.g. ADA Evidence-Based Nutrition Practice Guidelines, ADA Nutrition Care Process & Model, and MNT Works Kit),

· Have an understanding and previous involvement in VDA/DPG MNT legislative actions,

· Be available to respond to calls and emails, and direct members to the appropriate coding and coverage resources, 

· Agree to a three year term, upon completion of the term, assist in mentoring and training for the incoming rep, 

· As necessary remove self from events that present a conflict of interest between the individual’s volunteer work and employment activities,

· Have access to the Internet, email, ADA’s Reimbursement Community of Interest, and Microsoft PowerPoint and Word software programs.

· Must be a VDA member

· Commitment to the organization and a willingness to devote the necessary time and effort.

BOARD OF DIRECTORS JOB DESCRIPTIONS- Appointed Positions

MEMBERSHIP CHAIR

Membership Chair

Overview

VDA membership chair is an appointed position by the VDA President and serves as a non-voting member of the Executive Board.  The membership chair is primarily responsible for recruiting and directing the VDA membership committee.  This committee will be responsible for membership recruitment, periodic membership surveys, preparation and distribution of welcome packets to new VDA members, providing the VDA Executive Board with information related to ADA membership activities and activities conducted by the VDA membership Committee, and act as liaison with regional networking groups.

Responsible to: VDA membership and VDA President

Term of Office:   Two (2) years

Voting Member Status: Non-voting member of the Executive Board

Responsibilities:
1. Establish a VDA membership committee.

2. Maintain access to the DMIS database for the Vermont Affiliate.

3. Welcome new members to the Vermont affiliate.

4. Retain current members and recruit new members for the American Dietetic Association.

5. Obtain member interests and needs through member surveys.

6. Attend VDA Executive Board meetings.

7. Be the liaison with ADA’s New Member Advisory Committee (NMAC).

8. Act as a liaison to the regional networking groups.

Qualifications:

· Must be a VDA & ADA member.
· Commitment to the organization and a willingness to devote the necessary time and effort.
Time Commitment:

· Attend VDA Executive Board meetings.

· 3-4 hours per month for membership committee meetings, reviewing DMIS database, communication with ADA’s NMAC.

BOARD OF DIRECTORS JOB DESCRIPTIONS: Appointed Positions

VDA FUNDRAISING COMMITTEE CHAIR

OVERVIEW

VDA fundraising chair is an appointed position by the VDA President and serves as a non-voting member on the Executive Board.  The VDA chair is primarily responsible for recruiting and developing the VDA fundraising committee. This committee will be responsible for developing ideas and implementing fundraising activities that will raise money for the VDA organization. The VDA committee chair will over-see committee members and provide leadership in implementation of fundraising programs and activities.

Responsible to: VDA membership and President  

Term of Office: No term limit

Voting Member Status:  Non-voting member

Responsibilities:

· Coordinate a fundraising activity or activities help support and off-set VDA expenses

· Responsible for at least one fundraising activity per membership year

Time Commitment:

The VDA fundraising Chair is expected to commit, on average, 2-3 hours monthly for Board Meeting, 8-10 hours annually for Fundraising Committee meetings and lastly the number of hours required yearly, for fundraising activities, will vary based on fundraising program itself.

Qualifications:

· Must be a VDA member.

· Commitment to the organization and a willingness to devote the necessary time and effort.

BOARD OF DIRECTORS JOB DESCRIPTIONS: Appointed Positions

A.D.A.F. DEVELOPMENT CHAIR

OVERVIEW

The American Dietetic Association Foundation (A.D.A.F.) Development Chair is a position appointed by the President and serves as a non-voting member on the Executive Board.  The A.D.A.F. chair is primarily responsible for promoting A.D.A.F. to the VDA members and coordinating fund raising that supports A.D.A.F.   

Responsible to: VDA membership and President  

Term of Office: No term limit

Voting Member Status:  Non-voting member of the Executive Board

Responsibilities:

1. Coordinate a fundraising activity or activities such as a silent auction at the annual VDA meeting.  Provide funds received to the Treasurer with 50% proceeds to A.D.A.F. and 50% to VDA – Elizabeth Hiser Memorial Nutrition Scholarship.  

2. Coordinate assembly and delivery of silent auction item(s) to be raffled at the American Dietetic Association national meeting to benefit A.D.A.F.

3. Disperse thank-you notes/letters to A.D.A.F. contributors.  

4. Provide education regarding and encouragement for donation to A.D.A.F.  through varies routes including VDA newsletter, display at annual meeting, website, etc.

5. Chairs the Fundraising Committee.

Time Commitment:

2-3 hours monthly for Board Meeting, 1-2 hours annual for A.D.A.F. training, 8-12 hours yearly for fundraising
Qualifications:

· Must be a VDA & ADA member.

· Commitment to the organization and a willingness to devote the necessary time and effort.

.

BOARD OF DIRECTORS JOB DESCRIPTIONS: Appointed Positions

WEBSITE ADMINISTRATOR

OVERVIEW

The Webmaster is responsible for ensuring that the website is easy to navigate and addresses the needs of the VDA membership and the VDA Board members. The Webmaster improves and updates the VDA’s website in order to communicate organizational activities with members.  This includes writing or editing content to be made suitable for the web, being available to post new content regularly, updating the database, redesigning and creating new web pages as needed, keeping the website up to VDA standards, sending eBlast messages to members.  The Webmaster keeps in contact with the web design team for system updates to the website. 

Responsible to: VDA membership and President 

Term of Office: Appointment by VDA President, no term limit

Voting Member Status:  Non-Voting Member of the Executive Board

Responsibilities:

1. Ensures standards of website are maintained

2. Receive new content from Board Members and promptly post to website as required (i.e. newsletters, announcements, etc)

3. Review and redesign website as needed in collaboration with Website Committee and VDA Board members.

· Work with each VDA Board member in order to keep each section of the website current.  Add new sections as needed. 

· Post the current VDA Executive Board minutes to the website when received. 

4. Propose and implement policies and practices relating to website content and maintenance. 

5. Maintain the VDA website with current information relevant to VDA members. Ensure outdated information is archived.

6. Promote the use of the VDA website among VDA members.  Answer correspondence regarding the website and its content. 

7. Communicate any system issues to the web developers. 

8. Send eBlasts to members in a timely fashion from Board members. 

9. Serves as a member of the Communications Committee (formerly the Website and Public Relations Committee) 

Time Commitment:

· The Webmaster is expected to commit, on average, 2-3 hours per week to VDA Website. 

· Attend Board meetings to ensure receipt of timely information from Board members. 

· This position is appointed and is ongoing until a resignation is received. 

Qualifications:

· Must be a VDA member

· Commitment to the organization and a willingness to devote the necessary time and effort
BOARD OF DIRECTORS JOB DESCRIPTIONS: Appointed Positions

NEWSLETTER EDITOR
OVERVIEW

The VDA Newsletter Editor coordinates the publication of the VDA Newsletter.  

Responsible to: VDA membership and President 

Term of Office: Two Years

Voting Member Status:  Non-voting member of the Executive Board

Responsibilities:

1. Collect and save all documents submitted by appropriate individuals during the month for publication in the Newsletter.

2. By the 15th of the month, these documents are pasted into the Newsletter format and emailed to the president for review.  

3. Once reviewed the document is sent back to the editor, necessary changes are made and then the newsletter is emailed to the website administrator who emails it out to all members.

 Time Commitment: 2-4 hours per month

Qualifications: Must be a VDA & ADA member
BOARD OF DIRECTORS JOB DESCRIPTIONS: Appointed Positions

STUDENT REPRESENTATIVE
OVERVIEW

The VDA Student Representative serves as a non-voting member of the board and acts as liaison between the VDA dietetic student members and the VDA board.  

Responsible to: VDA membership and VDA President  

Term of Office: One Year

Voting Member Status:  Non-voting member of the Executive Board

Responsibilities:

1. Encourage other students to attend VDA meetings.
2. Organize volunteers for VDA events when needed.
3. Inform other students of issues that they need to be aware of.
4. Act as the link between UVM Dietetics majors, instructors, and the VDA board.
5. Recommend a student to fill the position for the next term.
6. Serve as a liaison Student Dietetic Association.

Time Commitment: 1-2 hours per month

Qualifications: Must be a VDA & ADA member
BOARD OF DIRECTORS JOB DESCRIPTIONS: Appointed Positions

State Professional Recruitment Coordinator (SPRC) 
Overview

The SPRC promotes and recruits grade school, high school, and college students and the general public to the dietetics profession by providing VDA members with access to information about the profession.  The SPRC promotes dietetics student’s membership and involvement in the VDA and ADA through various programs.

Responsible to: VDA membership and VDA president

Term of Office: One (1) year term

Voting Member Status: Non-voting member of the Executive Board

Responsibilities:  

1. Participate and foster career recruitment activities as able by distributing or otherwise making available materials from the ADA Careers and Student Services to students and VDA members.

2. Serve as the contact posted on the ADA student center website.  Students will contact individual for basic career information on the dietetic profession.

3. Foster VDA members’ participation in local school career fairs, etc.

4. Report yearly activities to VDA executive board and ADA staff liaison.

Time Commitment:  One hour per month

Qualifications:  

· Must be a VDA and ADA member.

· Strong interest in student career development and student recruitment.

VDA Policies & Procedures: 

Policy # _1  
Title: Annual Meeting Planning 
Policy: VDA will hold an annual state-wide meeting and educational conference for all members of VDA

Rationale: The annual meeting is a member benefit to give attendees an opportunity to obtain continuing education (CE) credits, network, and learn about current topics in the field of dietetics and nutrition. It will be held once per year and will be at least one day in length.  Traditionally, an evening session is held the night before featuring a speaker and/or activity. 

Person/ committee responsible for implementation: The President Elect chairs the program planning committee. This committee should be composed of at least three volunteers, the CPI chair, and the President –Elect.

Procedures: The committee will arrange the following with input from the board in as much as is practical:

1. Provide the Executive Board with potential dates and locations of the VDA annual meeting and awards ceremony for approval (April or May date- secure date and location by September).

2. Plan the program agenda including key speakers and breakout sessions

3. Seek outside funding for speakers, breaks and other items as deemed necessary. 

4. Reserve conference space at the hotel chosen for the meeting.

5. Arrange the menu for the luncheon and breaks.

6. Contact and arrange for meeting speakers.

7. Recruit potential exhibitors and make arrangements for their purchase of exhibit space.

8. Work with the Chair of Professional Issues to obtain CDR approval of educational sessions for RD’s, DTR.’s, Dietary Managers (optional), and RNs (optional).

9. Coordinate annual awards with CPI – Elect and schedule awards ceremony into the program agenda.

10. Supervise the development and printing of the meeting brochure and distribute at least 30 days prior to the event.

11. Arrange for on-line registration with the VDA Website Administrator.

12. Coordinate student scholarships to attend annual meeting and donations to scholarship fund.

13. Arrange for transportation of speakers to the meeting.

14. Submit meeting bills and expenses to the Treasurer for payment in a timely manner.

15. Send thank you notes to speakers and planning committee members.

16. Conduct and report on program evaluations

VDA Policies & Procedures: 

Policy # _2  
Title: Elizabeth Hiser Nutrition Scholarship
Policy: VDA will award a student or dietetic professional this scholarship annually to help pursue education in order to enhance their professional standing and knowledge of nutrition, nutrition education, or food science.

Rationale: Elizabeth (Betsy) Hiser, M.S., R.D., was a nationally recognized nutritionist and leader in clinical research.  She received the American Dietetic Association Media Excellence Award in 1998, and the Institute of Food Technologists Science Journalism Award in 1995.  Betsy was the founding nutrition editor of Eating Well magazine, and her work was published in numerous magazines including Better Homes and Gardens and Vegetarian Times.  Betsy was known for her creative ability to translate the technical science of nutrition into easily understood and interesting information.  We are proud to honor Betsy’s memory with a scholarship in her name.

Person/ committee responsible for implementation: CPI and CPI-Elect 

Procedures:

· One $1000.00 scholarship will be awarded annually.  

· The school or educational program may be located in- or out-of-state

· Qualifications for Winner:

· Must be a Vermont Resident

· Must be used toward tuition or an educational program fee

· May be for undergraduate or post-graduate education

· For undergraduate or graduate work, must be enrolled in a degree program of nutrition, dietetics, or food science.

· For post-graduate work in which the applicant is not enrolled in a graduate program, applicant must be a Registered Dietitian

· Must submit 3 letters of reference

· Deadline for application:  March 1 

· Scholarship winner announced at VDA Annual meeting
Policy # _ 3  
Title: VDA Annual Awards
Policy: VDA will honor members and health professionals with annual awards.

Rationale: The awards will benefits members by recognizing and honoring the talent among our peers. The awards are distributed at the annual meeting and conference. 

Person/ committee responsible for implementation: Awards Committee, chaired by the CPI Chair
Procedures

· In September, VDA President provides CPI Chair with the ADA memo listing the awards selection procedures and applications. All information is typically due to ADA in March or April. 

· In the Fall, CPI Chair puts an explanation of the awards and a call for nominations in the newsletter and discuss possible nominations at Executive Board meetings. The goal is a minimum of two nominees for each award.

· For the Dietetic Student and Dietetic Educator awards, contact the Program Director for the Didactic Program in Dietetics and the Coordinated Program at the University of Vermont, who has handled the selection criteria in the past.

· Professional Issues Committee to select award winners. The committee consists of the CPI chair, CPI chair-elect, VDA past-president, and VDA non-board member. If one of these people has been nominated for an award, a replacement should be selected by the current VDA president.

· Applications for awards due by January 15th. 

· The CPI chair-elect copies all applications and sends them to the awards committee for their review.

· There is no firm selection criteria, but there is a folder of procedures from other states for us to use if necessary.

· If members of the awards committee do not agree on the award winners, a conference call should take place to resolve these issues.

· Notify ADA of the award winners per their guidelines released in the Fall. Notification is typically due in March or April.

· Advise the Executive Board of award winners at the March board meeting.

· Notify all nominees of the outcome of the selection process. Invite the award winners plus one guest to the VDA Annual Meeting to receive their awards.

· Present awardees with a gift and certificate at the Annual VDA meeting. Potential Gifts:

· RYDY and Outstanding Dietitian- engraved silver bowl

· Dietetic Student-  flowers, engraved business card holder 

· Pyramid winners- engraved marble pyramid. 

· The certificate is a narrative of the awardees accomplishments, taken from recommendation letters submitted with their applications. Print it on VDA letterhead; read by CPI Chair during the award presentation and then given it to the awardees to keep.

· Send a notice of the award winners to each of their local newspapers soon after the May awards ceremony.

· Submit expense reports to the Member-at-Large throughout the year. All expense reports must be submitted prior to May 31st. 

Policy # _ 3   
Title: Website Advertizing       DRAFT STATUS as of 5/2010

This policy is currently in draft status and will be posted pending approval by the VDA Board of Directors.
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