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FOREWORD
The primary purpose of this Job Manual is to provide a guide for the officers and committees conducting the business and activities of the Section. The manual is a means of passing on the accumulated experience of past officers and committee members in sufficient detail to facilitate the work of those concerned with operating the Section. The manual should supplement, but not replace, verbal communications between the incoming and outgoing officers and committee chairpersons.

This document was updated by an ad-hoc Task Force in 2020 consisting of Mary Engelman, Robert Maleski, and Steve Perri.
Items in “Red”are to highlight key action dates.  

EXECUTIVE COMMITTEE OFFICERS

The major function of the Executive Committee is to conduct the normal business of the Section. The Chair presides at meetings of the Executive Committee. If the Chair is unavailable, the Chair will ask for the Chair Succession officer to preside over a meeting. Executive Committee Members should attend Executive Committee Meetings and participate in voting on policies/budgets/concerns/etc. Executive Committee members should attend NETSACS events. Executive Committee Members can volunteer to participate in other activities directed by the Chair or Committees. It is the responsibility of the Executive Committee to select a "Distinguished Member" who is chosen from the NETSACS membership (see criteria for this award in the Award Committee Section). 
Types of Executive Meetings include but are not limited:

1. Meetings held on the same nights on which regular Sectional meetings are held
2. Special Called meetings from the Chair

3. Face-to-Face meetings 

4. Virtual Meetings

5. Teleconference

6. Emails

Members of the Executive Committee include:

1. Chair (Succession)

2. Past-Chair (Succession)

3. Chair-Elect (Elected Annually)

4. Secretary (Elected Annually)

5. Treasurer (Elected Annually)

6. Councilor (Elected every three years)

7. Alternate Councilor (Elected every three years)

8. Three Member-At-Large (One Member-At-Large is elected each year for a three year term)

9. Appointed Non-voting members such as Public Outreach Chair, Webmaster, etc.

The activities of the Executive Committee should be summarized by the Chair (with input from Chair Succession, Secretary, Treasurer, Councilor, Alternate Councilor, and Members-At-Large) and submitted to the Secretary by December 15th for inclusion in the Annual Report.

CHAIR
(Chair Succession)

The Chair is the chief executive officer of the Section. The supervision, coordination, and overall direction of Section activities are the primary and ongoing functions of the Chair. The Chair should provide leadership for the Section officers and Committee Chairs and delegate authority and responsibility as broadly as possible. Chair responsibilities include:
1. The Chair presides over the meetings of the Section and meetings of the Executive Committee. 
a. It is customary for the Chair to call an organizational meeting prior to the year in which they will serve. Participants should include the Executive Committee and past Chairs of committees and subcommittees. 

b. The first meeting is at the beginning of the calendar year, historically in mid-January. The Chair should email the agenda, Master Schedule (Template is available on the Section Website) and Yearly Program (as developed as possible) to the participants one week prior to this meeting. The purpose of the organizational meeting is to discuss these documents, deadlines, and programming for the year.  

c. A second organizational meeting is to be held to discuss plans, deadlines, and other matters for the rest of the year. The second organizational meeting should be held in the summer for the Chair to provide an update on the programming and ensure the general functioning of the Section. 

d. A third organizational meeting should be scheduled for late November or early December to discuss the Annual Report, formulate any needed policy changes, and allow exchange of information to facilitate a smooth transition between incoming and outgoing committee members for the following year.  

e. Other organizational meetings should be held as necessary.
2. The Chair is responsible for the organization of committees, meetings, programming, and for the general functioning of the Section, with the assistance of the Executive Committee. 
3. The Chair will work with the Program Chair in planning programming which begins during the year the Chair is Chair-elect. Please see Program Committee section
4. The Chair is responsible for updating the welcome letters to be sent to appropriate departments at institutions and businesses in which Section members are employed or serve. These letters should provide introductory information on the Section to new chemists and invite them to attend and participate in local meetings. The Chair will assign three non-elected members to the Nomination and Leadership Development Committee to work with the Past-Chair, Members-At-Large, and Councilors. 
5. The Chair will appoint Committee Chairs as identified in the Job Manual and approved by the Executive Committee.
The Chair’s completion report (as requested by ACS) must be submitted to the Secretary by December 15th  for inclusion in the Annual Report.
PAST-CHAIR

(Chair Succession)
The Past-Chair serves to provide a smooth transition from the outgoing Executive Committee and the incoming Executive Committee. The recent knowledge and experience the Past-Chair brings is critical to the Executive Committee in that he/she serves as a mentor to the new Chair and Chair-Elect. Since the Past-Chair was responsible for the previous year’s functions and performance, the Past-Chair is key to identifying critical components of the Annual Report. Past-Chair responsibilities include:

1. The Past-Chair is the Chair of the Nomination and Leadership Development Committee and leads the election process

2. The Past-Chair is a member of the Long Range Planning Committee

3. The Past-Chair is a mentor to the Chair-Elect and Chair
CHAIR-ELECT

(Elected Annually)

The Chair-Elect works with the Program Chair and has the principal responsibility for planning and arranging the Section's meeting programs for the year during which he or she will be Chair. Chair-Elect responsibilities include:

1. The Chair-Elect functions in the Chair's place when necessary, and assists the Chair as necessary.  

2. The Chair-Elect will appoint a Program Chair to serve during the coming administration; this appointment may be made soon after the Chair-Elect begins their term of office. 

3. The Chair-Elect and the Program Chair should begin selecting individual speakers about a year in advance. 

4. The Chair-Elect is encouraged to attend the Local Section Officers Conference in January.

5. The Chair-Elect should assume responsibility for maintaining the NETSACS Master Schedule for their term as Chair and the listing of committee chairmen. The Master Schedule is a listing of important dates and deadlines for Section events. The Master Schedule is on the Section’s website.

6. The Chair-Elect is a member of the Nomination and Leadership Development Committee.

7. The Chair-Elect is a member of the Membership Committee.

The Chair-Elect completes a summary report (as directed by ACS) must be submitted to the Secretary by December 15th for inclusion in the Annual Report.
SECRETARY

(Elected Annually)
The duties of the office of Secretary of NETSACS are much the same as for that office in any organization. The Secretary has a broad range of responsibilities, among the most essential being those of maintaining the membership list and other Section records. Records are transferred from the outgoing Secretary to the incoming one at the end of their term. Secretary responsibilities include:

1. Taking minutes of meetings. Includes records of Executive Committee meetings and the organizational meeting.

2. Working with the Chair to send meeting notices and event notices to the membership and/or to the Executive Committee.

3. Filing the Annual Report to the national office. This is due the first of February and is one of the biggest single jobs of the office. The Secretary should notify officers and Committee Chairs by December that their reports are due on December 15th. The Secretary's duties are to collect reports from the Committee Chairs and officers and then assemble the reports into the proper format for the national office using the on-line annual report provided by ACS. The Secretary shall then collect the proper signatures, make an electronic and a hard copy of the entire document. The Chair and Councilor need to approve the report before submitting to the ACS National Office. An electronic copy should be sent to the Section Webmaster and a hard copy should be sent to the Section Historian. 
4. Dispensing stationery supplies. 
5. Keeping the Chair, Councilor, and/or other officers informed of situations of which the Secretary has been notified by outside sources.

6. Receiving from the Nomination and Leadership Development Committee the slate of nominees for the annual election at least 15 days prior to the date of the election (refer to NETSACS By-Laws) and preparing the ballots. Elections are to be conducted by SurveyMonkey or other survey tool.

7. Keeping the national office informed on matters of the organization (i.e. election results) and other items which they will request from time to time. Election results and Executive Committee members’ contact information are due to ACS by December 1st and a copy should be sent to the Webmaster and to the Section Historian. The Committee Chairs contact information is due to ACS by January 1st, a copy is to be sent to the Webmaster and to the Section Historian. The ACS Office of the Secretary and General Counsel will send the request to the NETSACS Secretary and the Chair in October.
8. The Secretary will submit all Local Section Events into the ACS on-line annual report database by December 15th for inclusion in the Annual Report.

9. Certifying the credentials of Alternate Councilors and/or temporary substitute Councilors chosen to represent the Section at ACS Council meetings in the absence of the elected Councilor(s).

10. Maintaining file folders for each activity during the year. Records, photo’s and memorabilia of lasting value should be transmitted to the WebMaster and to the Historian for permanent storage.
11. The Secretary is the seconding signature on the NETSACS Bank accounts (Checking and Savings) and/or certificate of deposit. 
12. The Secretary will work with the Councilor to check the NETSACS gmail account weekly. The Chair Succession officers should have access to this gmail. The Secretary or Councilor will respond to the email and/or forward to the appropriate officer.
13. The Secretary will work with the Treasurer to check the NETSACS PO box once a month. The Secretary or Treasurer will address the mail and/or forward to the appropriate NETSACS officer.

TREASURER

(Elected Annually)
The Treasurer receives and disburses the Section's operating funds and is responsible for accounting for all Section moneys, including annual ACS allotments, local membership dues, and program revenues and expenses. The Treasurer is expected to maintain accurate financial records for the Section and prepare periodic and Annual Reports on the Section's fiscal condition. The Treasurer is also responsible for filing Internal Revenue Service Forms. A guide for Local Section Treasurers is available from the Local Section Activities Office at the National Office in Washington, D.C. The Treasurer should obtain a copy of this guide as soon as possible after taking office. The accounting and bookkeeping practices in this manual should be strictly followed as this will make the Treasurer's report for the Annual Report much easier to complete. Treasurer responsibilities include:

1. Keeping strict account of all finances. The Treasurer pays all bills and collects and deposits all income.  A minimum amount of assets are kept in a checking account and the remainder are kept in a savings account and/or certificate of deposit. The savings should only be invested in other ways at the discretion of the Executive Committee.

2. Working with the previous Treasurer and Secretary to update signature cards on all bank accounts and/or certificates of deposit. 

3. Submitting a proposed budget for their term of office to the Executive Committee for their approval. This should be done early in the term, preferably at the organizational meeting in January.

4. Preparing quarterly financial reports and an Annual Report for their term of office to be shared with the Executive Committee. 
5. Filling out the Annual Report Financial Section of the on-line annual report provided by ACS, to be completed by Treasurer by February 1st.
6. Filing income tax forms - due May 15th of each year.

7. By December 15th of each year, The Treasurer will submit to the office of the ACS Executive Director, a formal request to accept funds from ACS.  
8. An annual audit it must completed by January 15th as required by NETSACS By-Laws. Must be completed by two or more disinterested members.

9. The Treasurer will work with the Secretary to check the NETSACS PO box once a month. The Secretary or Treasurer will address the mail and/or forward to the appropriate NETSACS officer.
COUNCILOR AND ALTERNATE COUNCILOR

(Elected every three years)

The Councilor represents the Section in Council meetings of the American Chemical Society.
1. The Councilor is required to be an Executive Committee member and attend NETSACS meetings and events.

2. It is the responsibility of the Councilor to represent the members of NETSACS through their participation at national Council meetings.

3. The Councilor is responsible for keeping the Section informed on Society affairs on a national level and should submit a report to the local Section on the business transacted by the Society at the Council meetings.

4. The Councilor is to keep the Section appraised of upcoming votes and other issues of potential interest to NETSACS.  

5. It is the responsibility of the Councilor to seek input from the Section officers and members with respect to these votes and issues.

6. The Councilor must use NETSACS input and individual judgment to best represent the interests of the Section and of the Society. 

7. The Councilor should seek participation on national ACS committees so that the Councilor can represent the interests of NETSACS and influence the affairs of the Society. 

8. Councilors also should be active in the continuing health of the Section, especially in developing new Section leadership. The specific functions of the Councilor are outlined in detail in the “Handbook for Councilors”.

9. The Councilor is a member of the Long Range Planning Committee and the Nomination and Leadership Development Committee.
10. The Councilor will work with the Secretary to check the NETSACS gmail account weekly and address emails as needed. The Chair Succession officers should have access to this gmail. The Secretary and/or Councilor will respond to the email and/or forward to the appropriate officer.
The Alternate Councilor is an elected position and thus a NETSACS Executive Committee member. Responsibilities of the Alternate Councilor are:
1. The Alternate Councilor is required to attend NETSACS meetings and events.
2. The Alternate Councilor represents NETSACS in the absence of the Councilor including at ACS National Council meetings.
3. The Alternate Councilor is a member of the Long Range Planning Committee and the Nomination and Leadership Development Committee. 
MEMBER-AT-LARGE

(Elected for a three year term)

The election of three Members-at-Large is dictated by the Section By-Laws. Members-At-Large are a link to ACS and the history of NETSACS. It is recommended that Members-at-Large are knowledgable of NETSACS history and have a network with National/Regional/Local ACS. The Nomination and Leadership Development Committee is responsible for selecting candidates for this office. Nomination by petition is also available. Member-at-Large responsibilities are: 
1. Members-At-Large are members of the Nomination and Leadership Development Committee and the Long Range Planning Committee.
2. Expected to attend NETSACS Executive Committee meetings and events.
3. Expected to network with ACS National/Regional/Local organizations.
4. Resources for guidance and proper procedures for NETSACS business policy and procedures.
5. Mentors for new members of the NETSACS leadership. 

AWARDS COMMITTEE
(Appointed by the Chair for a three year term and approved by the Executive Committee)

The Awards Committee Chair administers all awards activities, such as nominations for local, regional, and national ACS awards and special Section awards.
1. The Awards Committee Chair has responsibility for all the awards presented through the local Section and for nominating Section members for national and regional awards.
2. One of the main duties each year is responsibility for the awards to the outstanding chemistry students in each of the area colleges (East Tennessee State University, Emory and Henry College, King College, Milligan College, Northeast State Community College and Clinch Valley College of the University of Virginia).
a. The Awards chair shall contact the Chemistry Department Chairmen of these institutions about six to eight weeks prior to the Annual Awards Banquet (usually the April meeting) to request the the selection of an outstanding chemistry major to receive the Section's "Outstanding Chemistry Student" award for that institution. 

b. The award(s) given shall be approved by the officers of the Section for that particular year. A certificate (Certificate of Merit) and a monitary gift is awarded  to all award winners by the Executive Committee. The Awards Chair obtains "Certificate of Merit" forms and insures that they are completed prior to the award meeting. The Awards Chair will contact the Treasurer with names so that a check can be written and presented at the Awards Banquet.
c. The Awards Chair invites the winners of the awards and the Chairs of the Chemistry Departments (or a professor if appropriate) to the awards meeting. The Awards Chair and NETSACS Chair announce the winners at this meeting and presents their certificates and monitary gifts. It is customary to recognize their sponsoring professor during the presentation.
3. The Awards Committee Chair is responsible for submitting nominations to the Executive Committee for the "Disinguished Member" from the Section. See below for the award details.
a. The Awards Committee Chair is responsible for obtaining the gifts to be presented to the Distinguished Member, which includes an inscribed plaque and a monitary gift ($250). The Awards Committee Chair and NETSACS Chair will present the award for "NETSACS Distinguished Member" at the annual Awards Banquet. 
4. The Awards Committee Chair is responsible for obtaining the gifts to be presented to the NETSACS Outstanding Chemical Technician, which includes an inscribed plaque and a monitary gift ($250). The Awards Committee Chair and NETSACS Chair will present the award for the “NETSACS Outstanding Chemical Technician Award” at the annual Awards Banquet.
5. The Awards Committee Chair is responsible for obtaining the gifts to be presented to the NETSACS Outstanding High School Chemistry Teacher, which includes a inscribed plaque, a monitary gift ($100), and a Grant ($400) made out to the school to be used at the teacher’s discretion (could be used for projects in the classroom or for the teacher’s continuing education). The Awards Committee Chair and NETSACS Chair will present the award for the “NETSACS Outstanding High School Teacher Award” at the annual Awards Banquet.
6. The Awards Committee Chair is also responsible for making nominations for national and sectional awards such as ACS Fellows, and National and Regional Awards. The list of awards available is obtained from the national office and nominations should be made where applicable.
7. The Awards Committee should review the membership roster each year and present awards for 40- and 50-year memberships where applicable. These awards are presented at the Annual Awards Banquet.
8. Past-Chair pins should be presented through this committee. These should be awarded to the Past-Chair, along with a inscribed plaque at the annual Awards Banquet. 
9. The Awards Committee is responsible for ordering all award certificates, 40-and 50-year member certificates, Past-Chair pins, plaques and other items given to recipients of Section awards. These awards are available through the ACS Member Services.

10. The Awards Committee Chair will appoint the specific Awards Sub-Committee Chairs for a three year term (i.e. Outstanding Chemical Technician, Outstanding High School Teacher, and Distinguished Member).

11. The Awards Committee includes all specific Sub-committee Chairs, the Chair of the Awards Committee, and others as assigned by the NETSACS Executive Committee.
12. The Awards Committee Chair sets up the Annual Awards Banquet event: location, meal, help with the announcement, computer set-up, etc. 
The activities of the Awards Committee should be summarized and submitted to the Secretary by December 15th for inclusion in the Annual Report.

Criteria and Timelines  for Awards:
NETSACS Outstanding Chemical Technician Award: Each year NETSACS will present an award to an Outstanding Chemical Technician within the Section's geographic territory. The nominee need not be a member of ACS in order to be eligible. Nominations, which must not exceed six pages, are sent to the NETSACS Outstanding Chemical Technician Chair. A jury composed of two technicians and two supervisors of technicians  is chosen by the NETSACS Outstanding Chemical Technician Chair at the end of the nomination process. The following criteria will be used in the judging process, Job Skills:  Level of contribution, Degree of independence, Safety and Housekeeping, Teamwork, Publications and Presentations, Reliability, Communication Skills, Professional and Community Activities. Professional Activities may include AICHe, ACS, etc. The Outstanding Chemical Technician will be honored at the NETSACS Award Banquet.  This will include dinner for the award winner and a guest. 
Timeline:

· A Solicitation of candidates is sent to all NETSACS Members and Industry by December 15th
· The Executive Committee brainstorms potential candidates

· The Deadline for nominations is February 15th
· The Selected “Jury” will evaluate the  nomination packages and selects the winner. The NETSACS Outstanding Chemical Technician Chair notifies the Executive Committee by March 1st
· The NETSACS Chair and the NETSACS Outstanding Chemical Technician Award Chair notifies the  winner by March 5th
· By September 30th the Awards Committee Chair must submit the winning nomination to the ACS Committee on Technician Affairs to be considered for the ACS National Chemical Technician Award

* A Chemical Technician is a person whose training includes successful completion of a two-year post high school level chemistry curriculum leading to an Associate Degree, or the equivalent course work in a Baccalaureate Program, or the equivalent knowledge gained by experience. The Chemical Technician's work is usually conducting experiments to solve chemical problems and /or discover new chemical knowledge, work of a chemical nature outside the laboratory setting will also be considered such as Manufacturer Operations, Safety, Quality Control, etc.

NETSACS Outstanding High School Chemistry Teacher Award:  This is an award to recognize, encourage, and stimulate outstanding teachers of high school chemistry in Northeast Tennessee and Southwest Virginia. The Nominee does not need to be a member of ACS. A member of NETSACS must be a primary or seconding nominator for the package. The Outstanding High School Teacher Subcommittee Chair will be a member from the Education Committee.   
Nature: The winner of the NETSACS Outstanding High School Chemistry Teacher Award will be honored at our annual Awards Banquet. This will include dinner for the award winner and a guest. 
Timeline:
· A Solicitation of candidates is sent to all NETSACS Members and Academia by December 15th
· The Executive Committee brainstorms potential candidates

· The Deadline for nominations is February 15th 
· The Education Committee Votes by March 1st 
· The NETSACS Outstanding High School Chemistry Teacher Award Chair will notify the Executive Committee by March 1st 
· The NETSACS Chair and the NETSACS High School Chemistry Teacher Award Chair will notify the  winner by March 5th 
· By December 1st  the winning nomination package is submitted to SERMACS which will choose a Southeast Region Teacher of the Year from several submissions and submit the winner as a candidate for the James Bryant Conant Award. Establishment and Support: This award was started with the proceeds of the Southeast Regional Meeting of the ACS (SERMACS) which was hosted by the Northeast Tennessee Section in 1995.

NETSACS Distinguished Member: The "Distinguished Member" should be chosen from the NETSACS Region. Nomination package to include at least two letters of recommendations to address items 1-4 below and a Resume or CV. In general, the Distinguished Member must be a member of the NETSACS and should be chosen based on:
1. Outstanding technical contributions to the field of science 

2. Impact on the chemical industry in some way other than a technical achievement 

3. Outstanding contribution to science education   

4. A positive impact on the perception of science with the public

Timeline:  

· A Solicitation of candidates sent to all NETSACS Members by December 15th 
· The Executive Committee brainstorms potential candidates

· The Deadline for nominations is February 15th 
· The Executive Committee Votes by March 1st
· The winner is notified by March 5th and invited to present a talk at the Awards Banquet.
· The Distinguished Member will be honored at the NETSACS Award Banquet.  This will include dinner for the award winner and a guest. 
HISTORIAN COMMITTEE

(Appointed by the Chair for a three year term and approved by the Executive Committee)

The Historian is responsible for the maintenance of the historical records of the Section. These records are kept in a History File Box and on the Section’s Website. Each year the Historian will collect new Section records and memorabilia which are considered to have lasting value and will place them in the permanent History File Box. The Historian will also convert any necessary files to electronic form and submit those to the Section Webmaster. Examples of records of importance are Annual Reports, pictures of Section Awardees, and pictures of the Executive Committee. Routine correspondence and information of temporal value only should not be kept. 

The Historian is also responsible for recording the names of Section Chairman, Distinguished Member, and Section Awardees for the calendar year and placing that record in the permanent file. That file will also be sent to the Section Webmaster for permanent storage in the Section Website. 

The activities of the Historian Committee should be summarized and submitted to the Secretary by December 15th for inclusion in the Annual Report.

TASK FORCE COMMITTEE
Upon occasion the Chairman will appoint Task Forces composed of members who will perform short term duties consistent with the by-laws. Examples of such are:
TASK FORCE:  JOB MANUAL 

This Taskforce has the responsibility of updating the Section’s Job Manual, which consists of descriptions of the duties of the officers of the Section, a calendar of due dates for Section activities, and other resources of importance to the officers and committee Chairmen.  

TASK FORCE: BY-LAWS 

Every 5-10 years a Task Force should examine all activities of the Section to determine if they are consistent with the existing By-Laws. If not, they should provide a set of proposed new By-laws to the Executive Committee. If approved the new By-Laws should be submitted to the National Office by the Chairman. 

The activities of a Task Force should be summarized and submitted to the Secretary by December 15th for inclusion in the Annual Report.   

CAREER SERVICE COMMITTEE

(Appointed by the Chair for a three year term and approved by the Executive Committee)

Career Service Committee plans and implements activities to provide members with access to career assistance, direct contact with employers, and information on employment data, trends and issues to aid in career decision making.
ACTION: We need a Task Force to Write this one.  Recommend John Engelman work with ACS and others.
The activities of a Career Service Committee should be summarized and submitted to the Secretary by December 15th for inclusion in the Annual Report.   

EDUCATION COMMITTEE

(Appointed by the Chair for a three year term and approved by the Executive Committee)

One of the objectives of the ACS is the promotion of chemical education at the professional, college and pre-college levels. The Education Committee Chair, with the assistance of the Executive Committee, will form an  Education Committee. The duties of the Chair of the Education Committee cannot be defined precisely since they may vary year to year depending upon Section programming and activities. Generally, it can be stated that it is the duty of the Chair of the Education Committee to coordinate all activities of the Section pertaining to the promotion and encouragement of chemical education in all areas. Some examples of possible Education Committee activities are listed below:
1. Send a letter to area high school science teachers describing services offered by the local section and requests a written response to how the Local Section can be of assistance
2. Advertise for and obtain judges and advisors for high school science fairs.

3. Provide subscriptions of technical publications such as Wonder Science to area schools.

4. Provide advisors for advanced high school students undertaking special projects.

5. Prepare nominations for high school and secondary teaching awards.

6. Conduct the Chemistry Olympiad every Spring.

7. Provide information to area science teachers (junior high, senior high, college, and university) that will enable them to recognize common laboratory hazards and to deal with these hazards effectively. Several programs used previously have been a safety symposium, a film-lecture-demonstration at high schools and universities, and a TV program, "Safety in the Science Laboratory," prepared by the Safety Committee. 

The Committee's primary purpose in the area of continuing education is to alert members of the Section to educational opportunities which are available. Announcements may be made at Section meetings to apprise members of national programs relating to trends or innovations in continuing education. Finally, the Education Committee has the responsibility for evaluating and publicizing ACS short courses. As interest dictates, the Committee may arrange to offer ACS short courses at cost or on a profit basis. The format followed in offering the short course would be decided by the Committee.

The activities of the Education Committee should be summarized and submitted to the Secretary by December 15th for inclusion in the Annual Report.

MEMBERSHIP COMMITTEE
(Appointed by the Chair for a three year term and approved by the Executive Committee)

The Membership Committee consists of the Section Chair-Elect, and others members as the Membership Chair deems appropriate. It is strongly suggested that the Chair appoint other members as necessary to get representation from at least three local employers which hire chemists. Membership Committee responsibilities include:

1. The Membership Committee is responsible for growing the Section by identifying and recruiting new members. The committee is responsible for following up on prospects, as well as generating and executing plans for recruiting new members from local industries, academic institutions, and laboratories. This may include identifying candidates at these local organizations, providing prospective new members with information on the benefits of Society membership, involving them in Section activities, holding meetings at or near their place of work, involving businesses with prospective new members in meeting sponsorship, seeking support of local industry managers for Society membership by their employees, and inviting prospective new members to Section meetings. The Chamber of Commerce can serve as a resource in identifying local industries which hire chemists.

2. It is the responsibility of the Membership Chair to identify new members in attendance at Section meetings to the Section Chair. It is the responsibility of the Section Chair to introduce these new members to those in attendance. The Membership Committee maintains letters of welcome which should be sent to new members and members who transfer into the Section.

3. The Membership Committee Chair maintains the roster and mailing list for the Section. The Membership Chair keeps an up-to-date the roster which contains addresses of Section members.  This Membership Committee Chair will be notified monthly from ACS when the roster is updated.

The activities of the Membership Committee should be summarized and submitted to the Secretary by December 15th  for inclusion in the Annual Report.

NOMINATION AND LEADERSHIP DEVELOPMENT COMMITTEE

(Chaired by Past-Chair)

The Nomination and Leadership Development Committee is chaired by the Past-Chair and consists of the NETSACS Executive Committee and not less than three members not holding elective post.  Nomination and Leadership Development Committee responsibilities include:
1. The committee provides nominees for each of the offices that are to be filled by election and obtains the consent of the proposed nominees before entering their names as candidates on the ballot.

2. The committee should be familiar with the by-laws of the Section, particularly those which pertain to the selection and election of officers.  

3. The Nominating Committee prepares a slate of nominees that must be submitted to the Secretary by August. In practice, the nominees are selected at least one month in advance so the slate can be announced at the meeting prior to the election. 
4. The Nomination Committee Chair will request Bios for the election candidates. Bio’s must be received by the Nomination Committee Chair one week prior to the opening of the election.

5. In addition to its nominating role, the committee also has responsibility for leadership development. Before Oct 1 of each year, the committee will submit recommendations for committee Chairs to the Chair-Elect of the Section. It will also monitor performance of potential committee Chairs, and use this performance as a guide when preparing its slate of nominees.

The activities of the Nomination and Leadership Development Committee should be summarized and submitted to the Secretary by December 15th for inclusion in the Annual Report.
PUBLICITY COMMITTEE
(WEBSITE, CURRENT EVENTS, MEETINGS, NEWSLETTERS)
(Appointed by the Chair for a three year term and approved by the Executive Committee)

ACTION: WE NEED A TASK FORCE TO DO THIS ONE: What are the responsibilities of the Webmaster and others. This needs to be written as well. Before we do, we need to come to a decision on how we are going to do publicity- Website only, website combined with a News Letter, Facebook group, other? Maybe we need a zoom with Joe, Brendan, Dane?
The activities of the Publicity Committee should be summarized and submitted to the Secretary by December 15th for inclusion in the Annual Report.

PUBLIC OUTREACH COMMITTEE

(Appointed by the Chair for a three year term and approved by the Executive Committee)

The Public Outreach Committee Chair will appoint the specific Outreach Sub-Committee Chairs for a three year term (i.e. NCW, Earth Day, Science Fairs, Student Research Symposium) with input from the past Chairs of those subcommittees and from the Executive Committee. The Public Outreach Committee consists of all Sub-Committee Chairs, the Public Outreach Committee Chair, and others assigned by the Executive Committee. Contact ACS Public Outreach for questions or concerns.
The activities of the Public Outreach Committee should be summarized by its Chair and submitted to the Secretary by December 15th for inclusion in the Annual Report. 
National Chemistry Week: National Chemistry Week is an international ACS public outreach event. NETSACS has facilitated “Fourth Graders Celebration of Chemistry” since 1991. The responsibility of the NCW public outreach effort is to increase the public understanding that “chemistry helps you every day”. The NCW subcommittee sponsors and coordinate activities that support local and National ACS and STEM efforts. National ACS provides resources and guidance including a yearly theme with theme-related materials available from the ACS stores. Safety is key to a successful event. ACS offers ideas on how to limit liability and facilitate safe events. The subcomittee works to engage a broad and diverse volunteer base, soliciting a representative local sponsor from several organizations. The subcommittee sets a budget (budget to be approved by the Executive Committee) and organizes its activies following our 501c commitements. The NCW team utilize a variety of public relations tools including fliers, on-line media, websites, emails, facebook pages, t-shirts, newspapers, marques, radio and television to name a few. 
NCW Committee responsibilities include:
· Call for volunteers (EMN, with permissions, ACS, repeat as necessary)

· Call for T-Shirt Design Contest (within EMN).

· Publicize list of sponsors and attending schools

· Engage videographer

· Invite camera club members to photograph

· Invite schools to put up marquees and add to school newspaper

· Generate press release

· Send the press release and reach out to all of the newspapers and TV stations within the areas of the listed school

· Meet the press at the event with the press release and theme t-shirts (newspaper and TV)

· Send “after the event press packages”

· Help insure responsible press “photo taking” and “interviews” by escorting the media

· Keep key industrial contacts informed and leverage their help

· Create mitigation plans for potential issues (health and safety plans, etc)

· Send best photographs to ACS for NCW C&ENews issue

· The NCW Chair will submit a written report to the Public Outreach Chair by December 10th.
            Past events included:

· Chemistry demonstrations for elementary school children

· Chemistry demonstrations at the Hands On Museum

· Career Day at ETSU for high school students

· A banquet and education lecture with area high school teachers as invited guests

· Chemistry demonstrations to the general public at local Malls

· Virtual NCW in 2020

 
Earth Week: Chemists Celebrate Earth Week (CCEW) is an international American Chemistry Society, community-based public outreach program. CCEW takes place annually during the week of Earth Day, April 22. The ACS joined the Earth Day celebration in 2003. The Northeast Tennessee Section has sponsored a local event which is referred to as Chemists and Girl Scouts Celebrate Earth Week since 2006. The Girl Scouts of Southern Appalachians is a sponsor and primary partner. For several years, the ETSU Geosciences Department has sponsored the event with the use of the Geosciences Building (Ross Hall) as the event venue at no cost. The focus of the event is based around the current year’s ACS theme and supports the Girl Scouts effort to enable girls to gain skills around STEM. Partners in planning and resources are ETSU Geosciences Club, ETSU Chemistry Club, Milligan University Science Club, NETSACS Section members, and where available local industries.
The Girl Scouts solicit participants via their communication network. Seventy-five to one hundred Girl Scouts participate in the half day event rotating through 4 to 5 hands on theme-based demonstrations. The ages of the girls range from 5 years to 12 years. Each demonstration runs 35-40 minutes.

Planning:

The date of the event is set the year prior. The CCEW Coordinator is responsible for coordinating the event, setting up planning meetings, working with sponsors, partners, demo leads and volunteers, notifying the media. The partnering Girl Scout Council(s) is responsible for assisting with planning to ensure needs of the scouts are met, scheduling the event on the Girl Scout calendar, communicating with scout troops, recruiting event participants, maintaining the participant list, coordinating the scouts the day of the event. 
A typical schedule is: 
· January:Key partners meet to confirm event date, venue, theme, number of demos, etc. Volunteers for demo leads are solicited.

· February:Key partners and demo leads meet to discuss plans for demos along with any safety issues that need to be considered, resources and volunteers needed for demos. Girl Scout liaisons set event date up on their calendar, open the event for participants to reserve their spaces and publicize the event.

· March:The team meets to tour Ross Hall and determine where the demos will be located. A list of needs is developed, and plans made for acquiring the item. Items for goody bags are procured. Call for volunteers from partner groups, local ACS Section members.

· April:Team meets to review participation level, make any adjustments to plan, tie up loose ends etc. 2 weeks prior to the event a press release is sent out. Day of event, participant surveys are collected. Week after the event, surveys sent to volunteers and demo leads inquiring as to What went well, What not so well.

· May:Team meets for wrap up meeting to discuss results of surveys looking for areas of improvement. Team sets date for next year’s event. NCCW Coordinator prepares report and sends pictures of the event to the ACS. Thank you notes are sent to sponsors.
· The Earth Day Chair is to submit a written report to the Public Outreach Chair by December 10th.
Student Research Symposium: NETSACS hosts a chemistry student symposium with Eastman Chemical Company by providing a variety of programs including a research poster contest, presentation and interview coaching sessions and network activities with industry professionals. This is offered to local colleges for undergraduate and graduate students at no cost. Early efforts to get this established have relied on financial support from Eastman Chemical Company and ACS grants. Students have the opportunity to enhance their presentation and interview skills by preparing and presenting posters of their research, network, attain career advice, and learn about experiences from local chemistry professionals. Participants will be given the opportunity to compete for poster awards along with several SERMACS travel scholarships. A poster presentation is not required if students only want to attend the programs, but early registration is highly recommended since the space is limited.
Planning:

· Undergraduate Poster session

· Graduate Poster session

· Panel Discussion

· ACS Career Workshop

· Eastman Presentation Coaching

· Network with NETSACS and Eastman Chemists, Engineers, and Technicians

· Lunch

· The Student Research Symposium Chair is to submit a written report to the Public Outreach Chair by December 10th.
PROGRAM COMMITTEE

(Appointed by the Chair-Elect for a one year term and approved by the Executive Committee)

The Program Committee handles arrangements pertaining to the planning and execution of local Section meeting programs, including the selection of speakers. The Program Committee responsibilities include:

1. Working with the Chair-Elect in selecting a slate of desired speakers and subjects for the following year
2. Providing information for the meeting announcements to the Executive Committee and Publicity Committee.
3. Reaching out to National Speakers and inviting them to present. 
a. Corresponding with National Speakers at an appropriate time (usually about one month prior to arrival of speaker).
b.  Working with National Speakers to arrange accommodations, local transportation, etc. The Program Committee Chair should meet (or have someone meet) the speaker at the airport, arrange visitations, drive the speaker to the meeting, and return the speaker to the motel. The Program Chair generally arranges transportation of the speaker to the airport. Speakers will submit expenses to the Treasurer.
c. Providing copies of correspondence with the speaker concerning meeting location, equipment requirements, etc., 
d.  Sending the itinerary of the National Speakers to the Executive Committee.
4. Introducing the speaker or making arrangements for the Chair to introduce the speaker.
5. Assisting the Chair as needed during the meeting.

6. The Program Committee Chair is a member of the Long Range Planning Committee.

The activities of the Program Committee should be summarized and submitted to the Secretary by December 15th for inclusion in the Annual Report. 

LONG RANGE PLANNING COMMITTEE

(Appointed by the Chair-Elect for a three year term and approved by the Executive Committee)

The Long Range Planning Committee considers and proposes long-range goals and objectives and suggests programs and activities to other Section committees for future realization. (Past-Chairs may be especially helpful on this committee.) Long Range Planning Committee responsibilities include:
1. Visualizing the makeup and programs of the Section within 5 to 10 years.

2. Identifing and describing the needs of the Section in the future (including the immediate future).
3. Deciding on objectives, assigning them priorities, and making plans to achieve them.
4. Making proposals for accomplishing these objectives and forwarding these to the Executive committee by Mid-year.
5. Monitoring progress toward achievement of objectives identified by the committee.

With respect to new projects, programs, or activities, this committee should be responsible for formulating general and preliminary plans. When such an activity is past the stage of early evaluation, another committee should be given responsibility for continuing the work.

The membership of the Long-Range Planning Committee will include the Program Chair, Past-Chair, Chair-Elect, Councilor, Alternate Councilor, Members-At-Large and others as appointed by the Chair. 
The activities of the Long Range Planning Committee should be summarized and submitted to the Secretary by December 15th for inclusion in the Annual Report. 
