GUIDELINES FOR NOMINATING COMMITTEE CHAIR
Essentially the Nominating Committee Chair’s duties are threefold: (1) to guide the Committee in soliciting nominees from the entire membership for the REC election at the next conference, to narrow the candidates to four (looking carefully at service to the organization, a good geographical spread, the male/female ratio on the REC, and qualified minorities), and to complete this process in plenty of time that the four candidates can get their biographies and photographs to the Journal editor before his/her fall edition deadline (generally October 15); (2) to introduce the candidates at the conference opening session: and (3) to conduct the election at the conference (see specifics below).  A person may serve on the Nominating Committee no more than three consecutive years.
CHECKLIST FOR NOMINATING COMMITTEE CHAIR
IMMEDIATELY FOLLOWING CONFERENCE AT WHICH YOU WERE NAMED CHAIR

FEBRUARY
Get files of materials from last year’s Nominating Committee Chair or TYCA-SE Chair.  If ballot box is still intact, ask for it for next year’s use.  Get sample ballot and copy of form used to report election results to Chair. 
MARCH
Prepare an article/ad for the spring Journal soliciting nominations for the next year’s REC election.  You will have to move very quickly, as the Journal deadline for copy in is generally March 15 after the conference ends.  Check with the Journal Editor for the exact deadline date.
BEFORE THE NEXT CONFERENCE
Acknowledge receipt of materials from preceding committee chair(s).

Carefully review the materials from previous years.

APRIL
Become familiar with the TYCA-SE By-Laws describing the function of the Nominating Committee Chair.

Obtain your college’s support for any costs of Nominating Committee.  The primary cost is the printing of ballots for the REC election at the annual conference, approximately 150 ballots.
Write to Nominating Committee members outlining responsibilities and due dates.  If they plan to present, preside, and/or record, ask them to inform the Program Chair that they need to be free on Thursday afternoon and Friday morning, if possible, to help conduct the election.

Contact Journal Editor to obtain deadline for submissions to the fall issue.  Also get requirements for biographical sketches and photographs needed from candidates.  (In all fairness to candidates, some rules should apply, both in terms of word count and content.)

MAY
Before summer break begins, write emails to the TYCA-SE membership soliciting nominations for REC candidates.  Set deadlines for submissions well in advance of fall Journal deadline (usually October 15).  (Two weeks from receipt of email is ample.)   Send your nomination solicitation emails to all of the State Reps and ask them to distribute it to their state membership.  Another alternative is to ask the membership chair for a distribution list of members that you can use for your emailing.
1.  Specify that candidates must be current members in good standing of both NCTE,      TYCA National, and TYCA-SE, if elected. 
2.  Specify that nominator must have permission of nominee.

 3.  Indicate the status of current REC members: who will be continuing; who is                            completing his/her second three-year term (maximum tenure on REC); who is                        completing his/her first three-year term and is therefore eligible for re-election.                      (NOTE: the Nominating Committee has historically included as a candidate any                     eligible incumbent who wishes to run for election.)

4.   Check to see if a National Representative should be elected and if so procure at 
      least two nominations.  These nominations need to come directly from the REC, 
      not the membership at large. 

Since it is not unusual that you will receive no nominations or just one or two, be prepared to review the membership roster and ask your committee members to do the same and contact
members who would make good candidates and see if they would be willing to run.

JUNE AND JULY
Contact the candidates nominated and: 

1.  Ensure that they are current members in good standing of both NCTE, TYCA National, and TYCA-SE.

2.  Detail for them the requirements for biographical data and photographs needed      for the fall Journal.

A.  Specify length of biography.

B.  Specify type and size of photo needed.

C.  Specify deadline.

3.  Stress the importance of their being present at the conference opening session to 
     be introduced to the membership.  Anyone who cannot be present should notify 
     you.

AUGUST
If nominations are still needed, in mid-August send out another round of emails to TYCA-SE
membership soliciting nominations for REC candidates.  Follow the same procedures

as specified for the May solicitation.

SEPTEMBER
Send names of nominees to committee members, discuss and decide on slate of four candidates.

Suggestion: Contact the TYCA-SE Chair and Assistant Chair to inform them of decisions. Although they have no official input, they will have had some experience in this process and may be a valuable sounding board just prior to your finalizing the committee’s decisions.  The fact that they may be candidates should not prevent them from giving you objective feedback.

Write TYCA-SE Chair and Assistant Chair (copy to Journal editor) to report names of candidates.

OCTOBER
Prepare article for the fall Journal that includes the photos and biographical sketches of the 
            candidates for the REC vacant positions.  If it is a year for the election of a National 
Representative, make these nominees are also included.  This article needs to be submitted to 
the Editor by October 15th.
Prepare a mail-in ballot for the fall Journal for those members who cannot attend the 
February conference.  Make sure to indicate that only current members can vote, meaning 
that a person must be a member for the upcoming year to vote since the election is held in 
February.  Also, indicate the deadline date for mailing ballot.  Likewise, submit the mail-in 
ballot and appropriate submission information to the webmaster for posting on the TYCA-SE 
            website.

Send thank you messages to persons who submitted nominations and inform them of the 
slate.
NOVEMBER, DECEMBER, AND JANUARY
Secure or make a ballot box for the conference.

Design a poster, including biographical data and photographs to feature candidates and to  

promote voting at the conference.  Ask each candidate well in advance to provide an 8 x 10 
photo, if possible.  Uniformity assures that each appears to be treated fairly.

Talk to the conference Local Arrangements Chair to be sure that a space will be available to you for the election.  Explain that the election should be held in a very visible and/or heavily-trafficked area, and that you will need a table with two chairs and an easel or bulletin board for your poster.

Get approximately 150 ballots printed with the four names.  Instructions must stress that each 
person vote for two persons.  The TYCA-SE Chair can furnish a sample ballot if your folder 
does not include one.  If the National Representative is to be elected this year, make sure the 
two candidates are included on the ballot and specify that each person vote for one candidate.

Contact Nominating Committee members to finalize election plans.  (You will need 
considerable time from each in conducting the election on Thursday and Friday.)

At least one month before conference, remind Membership Chair to bring an up-to-date list 
of members to conference, members (including Lifetime Members, for example), for quick, 
sure access.

Make sure you bring all mail-in ballots to the conference.

AT THE CONFERENCE

FEBRUARY
Introduce the four candidates in alphabetical order at the Opening Session.  Likewise introduce the two candidates for National Representative, if applicable.  Explain where and when the election will take place (Thursday afternoon and Friday morning).  Stress that only current members will be allowed to vote; indicate where and how people who have not joined for the current year may do so. Strongly encourage everyone to vote.

Secure from Membership Chair an updated listing of all TYCA-SE members.  Review list 
with Membership Chair to ascertain that all are members in good standing.  Obtain 
Membership Chair’s itinerary for the day, so that you may contact him/her in the event of a
 serious problem with the voting.

Meet with the Nominating Committee members to set up schedule for supervising election 
process.  If necessary, solicit additional help from other members.  Review procedures. Make 
sure that they understand setup of Membership list.  Adopt a uniform method for indicating 
who has voted.  Give election workers a copy of Membership Chair’s itinerary for election 
day.

Request from the TYCA-SE Chair that the Chair’s suite or other suitable meeting room be 
made available immediately following the election for counting the votes.

Voting Process (Instructions for Committee Members)
Report for your shift about 15 minutes early to get some perspective on the process.

Be sure you understand the Membership list and the method for marking off each voter. Be sure each person votes only once.

Verify that all mail-in ballots were cast by current members.  Make sure that a member who sent in a mail-in ballot does not vote again in person.

Persons who are not on the Membership list may not vote unless they produce membership verification for the current membership year.  No exceptions.  Be prepared to contact the Membership Chair for consultation if necessary.
When you are relieved by another election worker, review with him/her the procedures and stay long enough to be provide some continuity.

[Although the By-Laws do not address this question, you may be asked, Do I have to vote for two persons? The REC has discussed the dilemma and has determined that ballots which show only one name marked will not be thrown out.  However, if two votes are marked on one ballot for the same candidates, the candidate, of course, gets only one vote.  Please believe that this issue has the potential of becoming quite divisive.  Please communicate to your committee the importance of handling the question, should it occur, in a low-key but definite manner.  Please also stress the importance of their not creating an issue by raising the question themselves.  Finally, the REC is unaware of any voting strategies based on this knowledge - beyond an occasional ballot listing only one vote - having occurred in previous elections.]

Immediately following the election, go with at least one committee member to the Chair’s 
suite or other meeting room to count the ballots.  Remember to count all mail-in ballots also. 
 Destroy all leftover blank ballots.  In the event of a tie, make immediate plans for conducting 
a run-off election.  Indicate the results (write in the names of all four candidates and the 
number of votes each received) on a typed form, sign it, and ask that each person who 
participated in the vote-counting sign it.  Destroy all ballots.  Remind all participants of the 
need for utmost confidentiality regarding vote tallies.  Deliver the election results form 
immediately to the TYCA-SE Chair.  

Common courtesy requires that, if possible, that the four be informed privately of the results 
of the election prior to the luncheon.  Stress to the winners the importance of their being
 present at the Friday luncheon to be introduced to the members.  Also, let them know                that they will need to attend the Friday afternoon REC meeting and the Saturday 
general membership meeting.
Introduce the two new REC members at the Friday luncheon and the new National 

Representative, if applicable.  DO NOT GIVE THE VOTE TOTALS FOR THE 
ELECTION.  JUST NAME THE WINNING CANDIDATES.
AFTER THE CONFERENCE
Inform all persons elected to the Nominating Committee of results of the election.  This will 
be necessary if someone selected to the Nominating Committee is not present for the 
election. Send the Nominating Committee members addresses and phone numbers of all 
members.

Revise, as needed, this checklist.


According to preference of REC Chair, send packet of materials from Nominating


Committees in previous years, updated to include your materials, either directly to the new
Nominating Committee Chair or to the REC Chair for verifying and passing along.
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