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BYLAWS of the

FLORIDA ASSOCIATION OF SCIENCE TEACHERS, INCORPORATED

ARTICLE I: NAME

The name of this organization shall be the Florida Association of Science Teachers, Incorporated,
thereafter referred to as the Corporation.

ARTICLE II: MEMBERSHIP

Any person, institution, or industrial concern engaged in, or interested in science education may
become a member of the Corporation upon payment of dues. The membership year runs from
November 1 to October 31. Membership in the Corporation shall be individual or affiliate.

ARTICLE I1l: PURPOSE
Section 1. The Corporation is organized to promote science education throughout Florida.

Section 2. The Corporation is organized exclusively for educational purposes, within the
meaning of Section 501(c)(3) of the Internal Revenue Code of 1954, including, for such
purposes, the making of distributions to organizations that qualify as exempt organizations under
Section 501(c)(3) of the Internal Revenue Code of 1954 (or the corresponding provisions of any
future United States Internal Revenue Law).

ARTICLE IV: DUES
Section 1. Dues shall be determined by the Board of Directors.

Section 2. Life Membership status may be obtained by the payment of ten times the annual
individual membership dues. Seventy percent of the life membership account shall be placed in
escrow and may be used at the rate of ten percent of that life membership dues per year.

Section 3. Any institution, organization, or corporation that supports the purpose of the
Corporation may become an institutional member upon payment of two times the individual
membership dues annually. Institutional members may appoint a representative who shall
receive all the privileges of an individual member.

(@) joint memberships. Joint memberships in affiliated organizations may be allowed with
the consent of the controlling officers of both organizations.



Section 4. The Board of Directors may grant honorary life membership to those individuals who
have provided outstanding services to the Corporation or who have made a significant
contribution to the area of science education. Honorary members have only recognition status.
Honorary members do not have general membership privileges.

Section 5. Paid membership entitles the member to the right to vote at annual meetings,
and/or by electronic ballot, to receive all publication (s) of the Corporation and other privileges
as described in the Bylaws.

ARTICLE V: BOARD OF DIRECTORS AND OFFICERS

Section 1. The Corporation shall be governed by a Board of Directors consisting of elected
officers and appointed officers. All members of the Board of Directors shall be members of the
Corporation.

Section 2. The elected officers are the President, the President-elect, the Immediate Past
President, and the Area Directors.

Section 3. The appointed officers shall be recommended by the President and approved by the
Board of Directors. The appointed Officers who serve on the Board of Directors shall consist of
the (a) Executive Director, (b) Treasurer, (c) Secretary, (d) Journal Editor, (¢) Newsletter
Editor, (f) Division Representatives, and (g) Chairpersons of Committees. The term of appointed
officers shall be determined by the Board of Directors.

Section 4. Newly elected and appointed officers shall take office at the Board meeting held at the
end of the annual meeting.

Section 5. If a vacancy occurs, the President shall fill the vacancy by appointment subject to
approval by the Board of Directors.

ARTICLE VI: NOMINATIONS, ELECTIONS AND REMOVALS

Section 1. The President shall appoint members to serve on the Nominating Committee to be
approved by the Board of Directors at the first board meeting following the annual meeting and
no later than December 31.

(a) The Executive Director shall be the Director of Elections.

(b) There will be a Call for Nominations in February. No nominations will be accepted after
midnight on April 30.



Section 2. The Nominating Committee shall nominate candidates for President-elect. The ballots
presenting the candidates must be prepared and distributed to the general membership within
30 days from close of nominations. Voting will occur within 30 days of ballot distribution.
Dates will be set by Executive Director. The Nominating Committee shall work with the
Executive Director on the elections.

Section 3. To be eligible for office, a nominee must be a member of the Corporation.

Section 4. The term of office of the area directors shall be two years. The area directors will be
elected as follows: Even numbered districts shall be elected in even numbered years and odd
numbered districts shall be elected in odd numbered years.

Section 5. Voting shall occur by electronic ballot.

(@) All return ballots will be electronically sent to the corporation and addressed to the
Executive Director.

(b) The newly elected President-elect and other officers will be notified by the Executive
Director within thirty (30) days of ballot cutoff and no later than 10 days prior to the
annual meeting.

Section 6. A majority of all votes cast for a particular office shall constitute election. If no
candidate receives a majority, a runoff election shall be held. Runoff ballots shall be
electronically sent to the membership no later than September 1. Returned runoff ballots to be
counted must be received electronically no later than midnight September 1.

Section 7. The Board of Directors may remove any officer of the Corporation for the following
reasons:

(a) failure to carry out the duties of the office;
(b) participation in activities opposed to the purpose of the Corporation;

(c) failure to remain a member of the Corporation.

ARTICLE VII: DUTIES OF OFFICERS
Section 1. The President shall be the principal officer of the Corporation. The President shall:
(a) call and preside at meetings of the Corporation and Board of Directors;

(b) properly implement these Bylaws;



(c) provide all appointed officers with specific objectives and a time-line for accomplishing
those objectives;

(d) serve as an ex-officio member of all committees;

(e) propose a budget to the Board of Directors at their first meeting following the
annual meeting;

(F) approve all bills for payment within the limit of the budget;
(g) maintain contact with affiliates and other professional groups prior to board meetings;
(h) represent the Corporation;

(i) present written short and long range goals, for the Corporation, for the approval of the
Board of Directors at their first meeting following the annual meeting;

(j) write the President’s Page for each issue of the Journal and Newsletter prior to the
deadline for article submissions.

Section 2. The President-elect shall:
(a) serve when the President is unable to serve personally;
(b) assume the responsibility with the appointed chairperson for the annual meeting;
(c) approve bills for payment within the limit of the budget in the absence of the President;
(d) coordinate the activities of the Membership Committee;
(e) assist the President in the performance of official duties as requested.
Section 3. The Immediate Past-President shall:
(a) coordinate the activities of Area Directors and Division Representatives;
(b) serve as President during the absence of the President and President-elect;
(c) serve as Parliamentarian during meetings of the Corporation;
(d) coordinate the production of the FAST Journal;

(e) approve all bills for payment within the limit of the budget in the absence of the President
and President-elect.



Section 4. The Executive Director shall:
(a) supervise the election process;
(b) be responsible for the counting of all ballots;
(c) notify the candidates for President-elect of the election outcome;
(d) be responsible for overseeing documents needed for the continuity of the Corporation;

(e) serve as a contact person with the National Science Teachers Association and all other
organizations affiliated with the Corporation;

(F) prepare resolutions for the Board of Directors;
(9) supervise the filing of necessary government documents.
Section 5. The Treasurer shall:
(a) keep an accurate record of all receipts and expenditures of the Corporation;
(b) issue and sign all checks within the authority granted by the Corporation;

(c) be responsible for the use of the Corporation’s credit card and maintain all its financial
record;

(d) place all monies in the Corporation accounts;

(e) maintain all financial records on a thirty-day basis;

(F) submit all financial records for audit annually.
Section 6. The Secretary shall:

(a) keep a written record of all meetings;

(b) provide minutes for review by the Board of Directors no later than one month prior to
the next board meeting or two weeks after a Board meeting;

(c) correspond as directed by the President and Board;

(d) maintain an up-to-date copy of the Bylaws.



Section 7. The Journal Editor shall:

(a) publish the Florida Association of Science Teachers Journal in a professional and
timely manner;

(b) be responsible for the selection of the editorial staff;

(c) propose a yearly budget for the Journal to the President thirty days before the first Board
of Directors meeting following the annual meeting.

Section 8. The Area Directors shall:
(a) serve as the official representatives of the Corporation in their geographical areas;

(b) provide information to the Corporation about the needs of science education in their
areas;

(c) provide Corporation members in their areas with information about the Corporation and
actions of the Board;

(d) Area Directors shall be elected by the membership within these counties:

Area 1: Escambia, Holmes, Okaloosa, Santa Rosa, Walton

Area 2: Bay, Calhoun, Franklin, Gadsden, Gulf, Jackson, Jefferson, Leon, Liberty,
Madison, Taylor, Wakulla, Washington

Area 3: Alachua, Baker, Bradford, Columbia, Dixie, Gilchrist, Hamilton, Lafayette,
Levy, Marion, Putnam, Suwannee

Area 4: Clay, Duval, Nassau, St. Johns

Area 5: Flagler, Lake, Orange, Seminole, Volusia

Area 6: Citrus, Hernando, Hillsborough, Pasco, Pinellas, Polk, Sumter
Area 7: De Soto, Hardee, Highlands, Manatee, Sarasota

Area 8: Brevard, Indian River, Martin, Okeechobee, Osceola, St. Lucie
Area 9: Charlotte, Collier, Glades, Hendry, Lee

Area 10: Broward, Palm Beach

Area 11: Dade, Monroe



Section 9. Division Representative shall:
(a) serve as an official consultant to the Corporation, representing their division;

(b) provide information to the Corporation about the needs of science education in
their divisions;

(c) provide Corporation members in their divisions with information about the
Corporation and actions of the Board,;

(d) be appointed to represent elementary, middle/junior high, high school, post-secondary
schools and informal science.
ARTICLE VIII: POWERS AND DUTIES

Section 1. The ultimate and final authority in all matters pertaining to the Corporation shall
be the deliberative assembly convened at the annual meeting.

Section 2. The Board of Directors shall consist of the elected officers and the appointed
officers identified in the Bylaws (Article V: Section 2-3).

Section 3. The Board of Directors shall transact the business of the Corporation between
the annual meetings. Elected and appointed Officers shall constitute the voting
membership of the Board of Directors. The Board of Directors shall:

(a) have the power to amend and approve the budget;

(b) approve expenses of the President and/or President-elect to represent the Corporation
on official business;

(c) approve the transfer of funds needed to implement the annual conference;
(d) approve appointments to the Board of Directors as provided for in the Bylaws.

Section 4. Each Director shall submit a proposed budget to the President at least thirty days
prior to the first Board of Directors meeting following the annual meeting.

Section 5. The President shall call at least two meetings of the Board of Directors each
year. These meetings will be in addition to the annual meeting.

Section 6. The Corporation may subsidize the cost of the meetings and the travel expenses
of Board members. The amount of travel expenses for Board members will be established
at the first Board meeting following the annual meeting. Yearly travel expenses for the
Board shall not exceed ten percent of the annual budget of the Corporation.
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Section 7. The Executive Committee will consist of:

(a) the Corporation shall establish an Executive Committee to act on the business of
the Corporation between Board of Directors meetings as needed and approved by
the Board of Directors;

(b) the Executive Committee shall consist of the Executive Director, the Immediate

Past President, the President, the President-elect, and one board member elected
by the Board of Directors.

ARTICLE IX: COMMITTEES

Section 1. All committee chairpersons shall be appointed by the President with the approval
of the Board of Directors.

Section 2. The President shall give committees a clear statement of objectives and a time
frame for accomplishing those objectives.

Section 3. Standing committees will include:
(a) auditing;
(b) convention;
(c) membership;
(d) nominating;
(e) others as deemed necessary by the Board of Directors.

Section 4. Ad hoc committees may be established for specific needs. The duties shall be

defined at the time of appointment. Such committees shall exist only for the length of time
designated.

Section 5. All committees shall prepare written reports for the annual meeting and for such
other times as required by the President.

11



ARTICLE X: MEETINGS
Section 1. Meetings are held in conjunction with the annual meeting
(a) at least one business meeting;

(b) Board of Directors’ meeting at the end of the annual meeting to approve new
members of the Board.

Section 2. No general meeting may be held without 30 days notice to all members.

Section 3. The members present at any regular meeting of the Corporation shall constitute
the deliberative assembly and shall be regarded as a quorum.

Section 4. The President shall call meetings of the Board of Directors as required under
the Bylaws or when a majority of the Board requests such a meeting.
ARTICLE XI: AFFILIATE GROUPS

Section 1. The Corporation shall be a nonprofit, state chapter of the National Science
Teaching Association (NSTA).

Section 2. In order that the purpose of the Corporation may be more fully implemented,
the Board of Directors will encourage other organizations with similar purposes to affiliate
with the Corporation.

Section 3. Affiliated organizations are:

(a) a group seeking affiliation shall file a written request, including copies of its Constitution
and Bylaws, with the President and must be approved by the Board of Directors;

(b) affiliated organizations will be notified of all meetings and encouraged to send a
representative;

(c) any action by an affiliate that would adversely affect any other affiliate or the state
Corporation shall not be binding upon the state Corporation unless there is prior approval by
the Corporation Board of Directors.

Section 4. The Corporation may affiliate with certain, state, local, and international
organizations as approved by the Board of Directors.
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ARTICLE XI1I: PARLIAMENTARY AUTHORITY

The business of this Corporation shall be conducted according to the current edition of
Roberts Rules of Order Revised.

ARTICLE XI11: AMENDMENTS

Section 1. A proposed amendment to the Bylaws may originate in the Board of Directors or
through a petition submitted to the Board.

Section 2. A proposed amendment, if approved by two-thirds majority of the Board of
Directors, shall be submitted to the membership of the Corporation.

Section 3. Proposed amendments shall be submitted to the general membership on the ballot
for President-elect.

Section 4. The Board of Directors shall have the authority to make technical and non-
substantive changes in the Bylaws without a vote of the membership.

ARTICLE XI1V: EARNINGS OF THE CORPORATION

No part of the net earnings of the Corporation shall inure to the benefit of, or be
distributable to its members, directors, officers, or other private persons (except that
reasonable compensation may be paid for services rendered to or for the Corporation
affecting its purpose) and no director or officer of the Corporation, or any private person
shall be entitled to share in the distribution of any of the Corporate assets on dissolution of
the Corporation. The Corporation shall not conduct other activities not permitted

(a) by a Corporation exempt from Federal income taxation under Section 501(c)(3)
of the Internal Revenue Code of 1954 (or the corresponding provision of any
future United States Internal Revenue law);

(b) by acorporation, contributions to which are deductible under Section
170(c) (2) of the Internal Revenue Code of 1954.
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ARTICLE XV: DISSOLUTION OF THE CORPORATION

Upon the dissolution of the Corporation, the Board of Directors shall, after paying or making
provisions for the payment of all liabilities of the Corporation, dispose of all of the assets of
the Corporation by transferring them to the National Science Teaching Association, 1840
Wilson Boulevard, Arlington, VA, 22201, or to charitable, educational, religious, or scientific
purposes as shall at the time qualify as an exempt organization under Section 501(c)(3) of
the Internal Revenue Code of 1954 (or the corresponding provision of any future United
States Internal Revenue Law) as the Board of Directors shall determine Policies.

POLICIES

BASIC PARLIAMENTARY INFORMATION
Procedures for Conducting Business
I. Gaining the Floor

a. member addresses the President (Chair);
b. member is recognized by Chair.

Il. Bringing the Motion before the Assembly

a. member makes the motion;
b. another member seconds the motion;
c. the Chair restates the motion.

I11. Consideration of the Motion

a. the motion may now (and only now) be debated by the members
speakers must be recognized by the chair;

all remarks must be directed to the chair;

discussion must be confined to motion on floor;

main motion may be amended or tabled;

debate may be closed only by consent of the assembly.

agrwNE

b. the chair Calls for Question
1. chair clarifies what is being decided:;
2. chair calls for vote;
3. chair calls for those in favor of motion first, then for those opposed.

c. the chair Announces the Results of the Vote.

Note: For the order of business (see Standard Agenda Format).

14



OFFICERS OF THE CORPORATION

POWERS

Sitting as a member of the Board of Directors (Article VIII: Section 2), and casting your vote
with the majority, you are empowered to

1. approve Presidential appointments and determine their terms of office (Article V:
Section 3,5; Article VIII: Section 3; Article IX: Section 1) [terms are usually for the
term of the President];

2. remove any officer for failure to carry out the duties of the office, participation
in activities opposed to the purpose of the Corporation and/or failure to remain a
member of the Corporation (Article VI: Section 7) [failure to participate in Board
meetings, either in person or by sending a representative or formal report, constitutes
failure to carry out duties];

3. approve short and long range goals for the Corporation (Article VII: Section 1i) [each
officer submits suggestions for short and long range goals to the President at least
thirty days prior to the first Board meeting following the annual meeting];

4. approve resolutions for the Board (Article VII: Section 4f) [each officer submits
proposed resolutions to the Executive Director at least thirty days prior to the Board
meeting at which actions on same are desired;

5. approve minutes of all meetings (Article VII: Section 6b).

EXECUTIVECOMMITTEE

Note: The Executive Committee consists of the elected officers, (President, President-elect
and Immediate Past-President), the Executive Director, and one board member at large
elected by the Board of Directors from the Board of Directors (Article VIII: Section 7b).

The powers and responsibilities of the Corporation are assumed by the Executive Committee
between Board of Directors meetings to act on business of the Corporation (Article VIII:
Section 7a).

Should a majority of the Board wish an additional special meeting of the Board called,
and should the President be deemed ‘“unreachable” to the satisfaction of three members
of the Executive Committee, the next-ranking officer (Article V: Section 2, 3) may act on
behalf of the President and call an additional Board meeting within thirty days of receipt of
the majority-making officers’ request.

During the period between the annual meeting and the first Board meeting following the
annual meeting, the elected officers of the Corporation are the only members of the
Executive Committee. They are responsible for conducting the business of the Corporation,

15



and with the calling to order of the first Board meeting following the annual meeting. The
terms of office of the non-elected members of the Executive Committee have expired.

[Policy] The chairperson presiding at the Executive Committee meeting shall be responsible
for sending minutes of each Executive Committee meeting to the Board within two weeks
after each meeting.

[Policy] The executive committee should be responsible for establishing and reviewing
long- range plans (3-year and 5-year goals).

[Policy] The executive committee should be responsible for seeking and writing grants for
the organization.

PRESIDENT (Article V: Section 2)

In addition to powers given in Bylaws (Article VII: Section 1), a Board member holding this
office is required to

1. serve as the principal officer of the Corporation (Article VII: Section 1);

2. call [at least thirty days in advance of] and preside at meetings of the Corporation and
the Board of Directors (Article VII: Section 1a);

3. ensure that there be at least one business meetings held in conjunction with the [October]
annual meeting (Article X: Sectionl), this meeting, a joint meeting of old and new
officers, shall be for the primary purpose of orientation of new officers (Article X:
Section 1b);

4. ensure that there are at least three meetings of the Board each year in Fall, Winter and
Spring, these shall be in addition to the meeting held at the annual meeting (Article VIII:
Section 5);

5. call additional Board meetings at the [individual or collective written or verbal] request
of a majority of the Board (Article X: Section 4) [within thirty days of receipt of the
majority-making officer's request; should the President be unreachable the satisfaction
of three members of the Executive Committee, the next-ranking officer (Article V:
Section 2, 3) may act on behalf of the President];

6. recommend for Board approval nominees to fill all appointed positions (Article V:
Section 3,5; Article VI: Section 1; Article IX: Section 1) [see Nominations
Procedure];

7. provide all appointed officers with specific objectives and a timeline for accomplishing
those objectives (Article VII: Section 1c) [see Appointed Officers Charges];

8. serve as one of five members of the Executive Committee (Article VI1II: Section 7b);

16



10.

11.

12.

13.

14.

15.

16.

17.

serve as an ex-officio member of all committees (Article VII: Section 1d);

propose a budget [for the October to October Fiscal year] to the Board at their first
meeting (Article VII: Section 1e) [officers submit proposed budgets to President at least
thirty days prior to the meeting (see Officers of the Corporation: Officers’ Budgets); the
President uses these to establish the proposed Fiscal Year budget (see Corporation
Budget)];

approve all bills for payment within the limit of the budget. (Article VII: Section 1f)
{routine bills accompanied by a FAST Expense Voucher (see Treasurer) and attached
receipts approved. Checks assigned at Board meetings, major item vouchers and
receipts are sent to the President for approval, who, in turn sends them to the Treasurer
for payment};

may be a signer of checks for all accounts;

maintain contact with affiliates and other professional groups (Article VII: 1g) through
an annual letter;

send a letter to each affiliate/group (see President’s Annual Letter to Affiliates and
Groups);

maintains a list of affiliates and professional groups (see President’s Annual Letter to
Affiliates and Groups);

represent the Corporation (Article VII: Section 1h);

present short and long range goals for the Corporation for the approval of the Board of
Directors at their first meeting following the annual meeting (Article VII: Section 1i)
[suggested goals from officers are submitted to the President at least thirty days prior to
the first Board meeting following the annual meeting];

18. write the President's Page for each issue of the Journal (Article VII: Section 1j)

19.

20.

21.

[deadlines for each issue are recommended by the Journal Editor and approved by the
Board at the first Board meeting following the annual meeting];

[according to FAST policy the President] attends the NSTA conference and hosts a
reception for Florida people. [Funds for travel and the reception are approved by the
Board and are dependent on the Treasury Balance];

[according to FAST policy the President receives the gavel of office at the FAST
business meeting during the annual conference;

[according to FAST policy the President] writes a letter of appreciation for all Board
members who served during the previous year;
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22. [according to FAST policy the President] receives a life membership in FAST;

23. [according to FAST policy the President] attends meetings on behalf of FAST and is
reimbursed up to the amount approved by the Board.

PRESIDENT-ELECT (Article V: Section 2)

In addition to powers given in Bylaws (Article VII: Section 2), a Board member holding this
office is required to

1. serve when the President is unable to serve personally (Article VII: Section 2a)

a. [Note: Since the Bylaws make no provisions for succession to the Presidency
should that office become vacant, Board policy shall be that the President-Elect
calls an emergency meeting of the Board within thirty days of the office falling
vacant, for the purpose of appointing, a by majority vote, a Board member to
complete the term of President. The Board shall have the option of calling a
Special Election of the whole membership to fill the office, should the term be
less than half completed. Should this option be exercised, the Nominating
Standing Committee shall be called upon to nominate, within thirty days, at
least two candidates for the Special Election, to place ballots in the hands of the
membership within forty-five days of the Board meeting, and to conclude the
balloting within eighty days of the Board meeting];

2. assume the responsibility for the program at the annual meeting (Article VII: Section
2b) [see Convention Standing Committee: Role of the President-Elect];

3. approve bills for payment within the limit of the budget in the absence of the President
(Article VI1I: Section 2c);

4. coordinate the activities of the Membership Committee (Article VII: Section 2d) [ see
Membership Standing Committee: Role of the President-Elect];

5. assist the President in the performance of official duties as requested (Article VII: Section
2e);

6. serve as one of five members of the Executive Committee (Article VIII: Section 7b);

7. [according to FAST policy the President Elect] attends the regional NSTA Conference.
[Funds for travel are approved by the Board and are dependent on the Treasury Balance];

8. [according to FAST policy the President Elect] attends the summer NSTA Board meeting
and CAG conference. [Funds are approved by the Board];

9. [according to FAST policy the President Elect] secures and presents a plaque for the
outgoing president to be presented at the annual conference;
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10. produce an annual calendar of events, deadlines and contact people of interest to the
FAST membership. This calendar will appear in the fall edition of the FAST newsletter
and the FAST website.

IMMEDIATE PAST PRESIDENT (Article VII: Section 3)

In addition to powers given in Bylaws (Article VI1I: Section 3, a Board member holding this
office is required to

1. coordinate the activities of Area Directors and Division Representatives (Article VII:
Section 3a) [see Immediate Past President: Coordinating Duties];

2. serve as President during absence of the President and President-elect (Article VII:
Section 3b);

3. serve as parliamentarian during meetings of the Corporation (Article VI1I: Section 3c) [see
Immediate Past President: Basic Parliamentary Information and/or the current edition of
Roberts Rules of Order Revised (Article XII)];

4. coordinate the production of the FAST Journal (Article VII: Section 3d) [see Immediate
Past President Coordinating Duties}:

5. approve all bills for payment within the limit of the budget and approve all checks in the
absence of the President and President-elect (Article VII: Section 3e);

6. serve as one of five members of the Executive Committee (Article VIII: Section7b);
7. assist in coordinating activities and services of the membership committee;
8. assist with amending the Bylaws.

COORDINATING DUTIES

It is the responsibility of the Immediate Past-President to coordinate the activities of Area
Directors, Division Representatives, and the production of the FAST Journal.
(Article VII: Section 3a).

GUIDELINES FOR COORDINATING ACTIVITIES

Area Directors: Assist, when called upon, in the location of contact persons and Assistant
Avrea Directors for surrounding counties; encourage the submission of news, Notes, articles,
papers, and photographs to the FAST Journal and newsletter from the various Areas;
encourage the setting up of FAST workshops, field trips and social gatherings for teachers
within an Area; and encourage among the directors a persistence of vision of FAST's Areas as
widely divergent in resources, population, cultural, racial, and ethnic heritage; and special
interests while being convergent on the promotion of science education throughout Florida.
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Division Representatives: Just as there is divergence among Florida's FAST Areas, there is
often even greater divergence among the Elementary, Middle/Junior High, High School, Post-
Secondary School Divisions, and Informal. It is important that FAST's activities, publications,
and policies reflect the variety of levels represented; the Immediate Past President can play an
important role in encouraging action where interests are similar and seeking compromise - or
sometimes no action - where interests are opposed.

Production of the Fast Journal: Here, the Immediate Past President must work closely with
the Journal Editor, recognizing the equal importance of the two positions, and at the same
time, their widely differing responsibilities. The Immediate Past President, as in the other
coordinating duties (Article VII: Section 3a), operates best from afar; from this vantage point,
advice and suggestions may be extended when asked for, and proffered when deemed
constructive.

EXECUTIVEDIRECTOR (Article VII: Section 4)

In addition to powers given in Bylaws (Article VII: Section 4), a Board member holding this
office is required to

1. supervise the elections (Article VII: Section 4a; Article VI: Sections 2,5,6) [see
Elections Supervision];

2. be responsible for keeping documents needed for the continuity of the Corporation
(Article VII: Section 4d) - the Executive Director will maintain official copies of the
current Bylaws, Board Policies and Procedures Handbook, FAST Resolutions, FAST
Policy Statements, and any other appropriate important documents];

3. serve as contact person with the National Science Teaching Association (Article VII:
Section 4e) - ensure that NSTA maintains an up-to-date address and telephone number
for the Executive Director at all times; see that NSTA is kept informed about any
pertinent FAST activities, policies, resolutions or position statements; communicate
relevant FAST Board actions and concerns to the NSTA on the Board's behalf;
communicate NSTA news, actions and activities to the FAST];

4. prepare resolutions for the Board of Directors (Article VII: Section 4f) [see
Resolutions];

5. serve as one of five members of the Executive Committee (Article VIII: Section7b);

6. work with other members of the executive committee to develop and review long range
plans;

7. oversee the calendar for a long-range plan for conference sites;

8. work with other members of the executive committee to develop sources of funding
including grants;

9. serve a 3-year term.
20



TREASURER (Article VII: Section 5)

In addition to powers given in Bylaws (Article VII: Section 5), a Board member holding this
office is required to

1. keep an accurate record of all receipts and expenditures of the Corporation (Article VII:
Section 5a);

2. present a treasurer's report at each board meeting, using the Corporate Budget Board
headings as guides, and to present a written summary of each report to each voting
member of the board; the secretary should receive a second copy to place with the
minutes of the meeting; a more detailed written report, itemizing each officer's
expenditures, should be presented to the Board at the annual meeting;

3. issue all checks within the authority granted by the Corporation accounts (Article VII:
Section 5b);

4. place all monies in corporation accounts (Article VII: Section 5c¢);
5. maintain all financial records on a thirty-day basis (Article VII: Section 5d);

6. submit to the Board all financial records for annual audit, not later than thirty days after
the end of the fiscal year (Article VII: Section 5e).

Guidelines for Accounting Procedures
Membership

The income from dues will be processed by the Membership Chair. The Membership Chair
will record the member's name and amount paid. The monies collected by checks for
membership will be sent to the Treasurer for deposit within 30 days of their receipt.
Memberships paid online will automatically be credited to FAST account. Dues shall be
accompanied by a list of memberships paid by these funds. Dues are to be defined as any
monies that are intended to cause a person or group to belong or be affiliated with FAST.

Life Membership Dues

Ninety percent of life membership dues will be deposited in escrow for FAST. Interest earned
may be used at the discretion of the Board annually.

Advertising

The monies collected by Journal or Newsletter staff, or other designated projects shall be sent to
the treasurer for deposit within 30 days of their receipt. These monies will be accompanied by a

21



note identifying and itemizing purpose. The business manager/editor of the Journal will keep
additional records on Journal accounts.

Convention

Conference funds should be submitted to the FAST treasury monthly until the conference
account is closed. Funds will be accompanied by copies of the ledger and bank statements. This
assures full accounting of all funding sources and provides regular audit trails. A petty cash fund,
to be used as conference "seed" money, will be established for use by the conference chairperson
or designee. The suggested amount is $2,000.00 to be drawn as needed.

Other Funds

All other funds will be forwarded to the treasurer for deposit and recorded within 30 days
of collection.

An escrow account will be maintained to insure operating funds for the corporation. An
account will be maintained at a balance to insure operating funds for a period of two fiscal years.
Funds will be deposited at a minimum rate of 10% of the annual earnings of the Corporation.
Deposits will continue until such time as the aforementioned balance is reached. Operating
figures will be computed using the average annual operating costs from the previous three years.
Said funds will be held in escrow for FAST at the most effective rate of return. Escrow funds
are to be used in the event of a catastrophic loss by the organization or improvement of the
FAST program. These funds are held in reserve to perpetuate the existence of FAST and, if
used, are to be replaced when the corporation becomes solvent.

General Accounting Procedures
Income

As funds are given over to the treasurer they will be deposited to the appropriate FAST
accounts and recorded in the general ledger.

Payables

All checks must be signed by the person(s) authorized in the Bylaws. There shall be on record
with the Treasurer an invoice or receipt for every expenditure. A voucher system will be used
(see page 44). All approved invoices to FAST shall be paid within 30 days.

SECRETARY (Article VII: Section 6)

In addition to powers given in Bylaws (Article VII: Section 6), a Board member holding this
office is required to:

1. keep awritten record of all meetings (Article VII: Section 6a) (see Guidelines For
Minutes);
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2. provide minutes for approval by the Board of Directors (Article VII: Section 6b);
3. correspond as directed by the President and Board (Article VII: Section 6c);
4. maintain an up-to-date copy of the Bylaws (Article VII: Section 6d);

5. send a copy of the accepted minutes (of prior board meeting) to President immediately
following each Board meeting.

Guidelines for Minutes
Minutes should be written as follows
1. head each set of minutes in the following manner

Minutes of the (Regular/Special) Board Meeting Florida Association of Science
Teachers, Inc. (Date of meeting);

2. begin each set with the following statement

"The meeting, held in the (name of room, hotel, etc.) in (name of city), was called
to order at (time) by the (title of presiding officer, usually President), (name of
presiding officer)”;

3. follow the order and headings of the presiding officer's agenda in briefly summarizing
the key remarks and identity of each speaker; it is not necessary to keep track of each
individual comment and question of Board members, but any important motions and
their makers (but not their seconds) should be recorded; withdrawn motions are not
recorded;

4. following the account of the Agenda items above, a section headed Summary of
Treasurer's Report follows and is provided to the secretary by the treasurer;

5. following the Summary of Treasurer's Report above, a section headed Summary of
Motions should list, in chronological order, each motion, its maker, and whether the
motion was carried or not;

6. following the Summary of Motions above, a section headed Appointment Approved
should list, in chronological order, any nominations placed before the Board by the
President to fill vacant offices;

7. following Appointments Approved, a section headed Special Presidential Charges
should list, in chronological order, any charges placed on board members by the
President;

8. the minutes conclude with the statement, "The (presiding officer) adjourned the
meeting at (time)";
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9.

the last line on the last page of each set of minutes should read, "Accepted” (date

Minutes formally approved by Board vote, usually at the following meeting), followed
by the signature and the typed name and office (usually Secretary) of the author.

JOURNAL EDITOR (Article VII: Section 7)

In addition to powers given in the Bylaws (Article VII: Section 7), a Board member holding this
office is required to

1.

2.

9.

10.

publish the FAST Journal in a professional and timely manner (Article VII: Section 7a);
be responsible for the selection of the editorial staff (Article VII: Section 7b);

propose themes and directions for Board approval;

compile and edit materials for each issue;

examine critically and evaluate each published issue, reporting the results of evaluations
and any decisions to the Board,;

communicate frequently with the Immediate Past-President, who acts in an advisory
capacity on matters of Journal production (Article VII: Section 3d) [Coordinating Duties
- Production of The Fast Journal];

propose a yearly budget for the Journal to the President thirty days before the first
Board of Directors meeting following the annual meeting (Article VII: Section 7¢);

appoint a committee to include a business manager, representatives from colleges, high
schools, middle schools, and elementary schools, an artist and lay-out specialist, a
group to post the journal and a proofreading committee;

oversee the contacts with the advertisers and send monies received to the treasurer;

send copies of the Journal to the Educational Research Information Committee, the FAST
Executive Director and the History and Necrology Committee.

Guidelines for the Journal

Follow the guidelines below

1.

2.

the name should be FLORIDA SCIENCE TEACHER;

the goal is to provide a forum for articles on research, teaching methods, science education
and areas of interest;

the purpose is to provide a means of communication for science educators in Florida;
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4. the timeline should be

Submission deadline: Publication Issue:
November 15 December 30

5. the content should contain a calendar, workshop announcements, regular column
submissions (1-3 pages), president's message, elementary education, technology,
middle school, reading in science, high school, NASA news, chemistry and physics,
DOE/FASS/FFFS/BAP, earth science, biology, integrated science, features of interest,
teacher education, professional development, teacher handouts, research activities;

6. the source of materials can originate from regional directors, division directors,
commercial publishers, award winners, CAG packets, other journals, affiliate
representatives, FAST presenters, and teachers.

NEWSLETTEREDITOR (Article V)

In addition to powers given in the Bylaws (Article V: Section 3), a Board member holding this
office is required to

1. publish the newsletter in a professional and timely manner;

2. be responsible for the selection of the editorial content and any staff;
3. propose themes and directions for Board approval;

4. compile and edit materials for each issue;

5. examine critically and evaluate each published issue, reporting the results of evaluations
and any decisions to the Board;

6. propose a yearly budget for the newsletter to the President thirty days before the first
Board of Directors meeting following the annual meeting;

7. appoint committee members as needed to aid in the fulfillment of these duties.

Guidelines for the Newsletter
The guidelines for the newsletter are

1. the name should be FAST News;
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2. the goal is to provide a means of communication among science educators;

3. its purpose is to provide a vehicle for announcements, regional news, association
news, conference information, legislative reports, updates on workshops, lists of
resources and items of current interest;

4. its intention is to provide information about the Fall conference (an extensive
number of Fall copies should be distributed - about 5000) or can be distributed
digitally;

5. itsaim is to provide information about winners in various science competitions;

6. the timeline should be

Submission deadlines Publication Dates
Fall Issue: August 15 September 30
Winter Issue: December 15 January 30
Summer Issue:  April 15 May 30

7. the content should consist of calendar update, regional news, affiliate announcements,
workshop announcements, conference information, legislative reports, committee
announcements, college courses available, association announcements, short articles,
regular columns, teacher recognition;

8. the following editions should contain

Winter - conference information, conference registration forms, and legislative
updates

Fall - conference highlights and the annual call for nominations for FAST office

Summer — ballot for elections, the annual call for presenters, presenter form for the fall
conference, legislative updates, applications for summer activities

9. the source of materials can be division directors, area directors, committee
announcements, affiliate representatives, DOE/FASS/FFFS/Supervisors, Centers of
Excellence.

AREA DIRECTOR

In addition to powers given in Bylaws (Article VII: Section 8), a Board member holding this
office is required to

1. serve as the official representative of the Corporation in the geographical area of appointment
(Article VI1I: Section 8a) at
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meetings of professional and civic groups, science-related functions, and teacher
gatherings;

meetings of groups affiliated with FAST,;

regional science fairs for purposes of awarding FAST certificates and/or monetary
awards of excellence;

serve on the Board as a voting representative of the members and the affiliated
groups of the area.

2. provide information to the Corporation about the needs of science education in the
area (Article VII: Section 8b), special problems, activities, and Noteworthy events by

a.

b.

reporting on news of interest from the Area;
writing and/or soliciting articles for the FAST Journal and Newsletter;

providing the Necrology Ad Hoc Committee with reports on Area deaths within
the profession, and obtaining biographies of the deceased (optional);

reporting on science awards received by area teachers, or recommending area
teachers for FAST and/or NSTA awards;

3. provide Corporation members in the area with information about the Corporation and
actions of the Board (Article VII: Section 8c) and FAST by

a.

b.

distributing all FAST-related materials (i.e., newsletters, conventions flyers, etc.);
distributing guidelines for and encouraging the writing of Journal articles;
distributing reports on Board meetings and actions;

naming qualified FAST members to positions of Area Assistant Director for
surrounding counties, and communicating frequently with them;

encouraging Area teachers to register for and attend the annual meeting, seeing
that they receive information on individual County procedures for being released
from duty and reimbursed for expenses.

4. attend each meeting of the Board in person or

a.

send an Area Assistant Director or another representative along with a written
report;

authorization to vote in proxy on matters of importance to FAST;

send a report to the web master, by another officer or by mail;
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d. notify the President by telephone, make a brief verbal report, and follow up with a
written report as soon as possible.

5. present, at each meeting of the Board, a written and oral report of FAST related activities by
yourself and by your Area assistants since the previous Board meeting, and at the annual
meeting an annual report highlighting the more significant activities (see area director’s
interim/annual report format);

6. encourage the science teachers, educators, and other interested individuals and groups to
become members of FAST,;

7. serve a 2-year term [policy was established in 1986-87 by appointing those in odd numbered
regions to one-year terms and those in even numbered regions to two-year terms];

8. appoint assistant directors.
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AREA DIRECTOR'S INTERIM/ANNUAL REPORT FORMAT

Name Area Date

I. FAST Related Activities
A.
B.
C.

II. Area Teacher Concerns and Needs
A
B.
C.

I1l. Address Changes/Needs
A.
B.

C.

IV. Summary of Expenditures (attach receipts to FAST EXPENSE VOUCHER)
A.

B.
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DIVISION REPRESENTATIVE (Article VII: Section 9)
(Elementary, Middle/Junior High School, Senior High School, Post-Secondary School, Non-
Public)

In addition to powers given in Bylaws (Article VI1I: Section 9), a Board member holding this office is
required to

1. serve as an official consultant to the Corporation, representing their division (Article VII: Section
9a) at

a. meetings of professional and civic groups, science-related functions, and teacher
gatherings where issues of interest and/or concern to the division are involved;

b. meetings of groups affiliated with FAST and involved with concerns of the division.
2. serve on the Board as a representative of the members and the affiliated groups of the division;

3. provide information to the Corporation about the needs of science education in the division
(Article VI1I: Section 9b), special problems, activities, and Noteworthy events by

a. reporting on news of interest to the Division;

b. writing and/or soliciting articles for the FAST Journal and Newsletter of particular
Division appeal;

c. providing the Necrology Ad Hoc Committee with reports on deaths within the Division,
and biographies of the deceased (optional);

d. reporting on science awards received by division teachers or recommending division
teachers for FAST and/or NSTA awards.

4. provide Corporation members in the division with information about the Corporation and
actions of the Board (Article VII: Section 9c) by:

a. distributing all FAST- related materials (i.e., newsletters, convention flyers, etc.) to
division members and groups not normally reached by area directors (correlate efforts
with area directors whenever possible).

5. attend each meeting of the Board in person or

a. send a representative along with a written report;

b. send a written report by another officer or by mail/electronic;

c. notify the President by telephone, make a brief verbal report, and follow up with a written

report as soon as possible.
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6. present, at each meeting of the Board, a written and oral report of FAST related activities on
behalf of your division since the previous Board meeting, and at the annual meeting an annual
report highlighting the more significant activities (see Division Representative's Interim/Annual
Report Format);

7. encourage the science teachers, educators and other interested individuals and groups to become
members of and participate in FAST.
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DIVISION REPRESENTATIVE'S INTERIM/ANNUAL REPORT FORMAT

Name Area Date

1. FAST Related Activities
A.
B.

C.

Il. Division Teacher Concerns and Needs

I1l. Address Changes/Names
A.

B.
C.

IV. Summary of Expenditures (attach receipts to FAST EXPENSE VOUCHER)
A.

B.
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STANDING COMMITTEE CHAIRPERSON (Article IX: Section 1-5)
(Auditing, Convention, Membership, Nominating)

[Note: A Standing Committee Chairperson is appointed by the President with the approval of the
Board (Article IX: Section 1) and additional Standing Committees may be established as deemed
necessary by the Board (Article IX: Section 3e)].

In addition to powers given in the Bylaws (Article IX: Section 1-5), a Board member holding this
office is required to

1. take receipt, from the President, of a clear statement of objectives and a time frame
for accomplishing those objectives (Article IX: Section 2);

2. establish, with Board guidelines, and chair a committee charged with the timely
achievement of those objectives (Board practice);

3. prepare reports for the annual meeting and for such other times as required by the President
(Article 1X: Section 5).

Note: By policy, existing Board members may also serve as committee chairpersons. Furthermore,
chairpersons of specific committees are required to follow the guidelines below.
AUDITING STANDING COMMITTEE (Article IX: Section 3a)
A group seeking affiliation shall file a written request, including copies of its constitution and
Bylaws with the President and must be approved by the Board of Directors (Article XI: Section 3a).
ANNUAL AUDIT PROCESS
The subsequent guidelines should be followed

1. secure the services of a Certified Public Accountant (CPA) to audit and certify the
financial records of the Corporation;

2. onor about the first of October, oversee the audit process;

3. present the results of the financial audit to the general membership of the Corporation at the
annual meeting (usually in October);

4. secure the services of an independent auditor at least once every five years to review all
FAST related financial records.
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ANNUAL MEETING AUDIT PROCESS

The subsequent guidelines should be followed

1.

in conjunction with the Convention Standing Committee, secure the services of a CPA to audit
and certify the financial records of the overall convention;

oversee the audit by the CPA;

close the convention account, and provide the treasurer of FAST with a list of accounts paid and
outstanding accounts;

present the results of the annual meeting financial audit to the Corporation at the first Board
Meeting (December) following the annual meeting.

CONVENTION STANDING COMMITTEE (Article IX: Section 3b)

The subsequent guidelines should be followed

1.

4.

the standing committee will include the Convention Chair of the Board, the local Chairperson
from the past, present and future conventions, Exhibit Chair, and Regional Area Directors, the
President-Elect, and Treasurer;

develop a five-year calendar (or longer), alternating annual meeting sites among the
State's five regions-Northwest, Northeast, Central, Southwest, and Southeast;

establish within the committee, and under its jurisdiction, a separate annual meeting
committee, having its own chairperson, program committee, exhibitor committee, registration
committee, and others as deemed necessary;

establish duties for the annual meeting Committee as follows:

a. keep a history of each annual meeting, to include two copies of the program;

b. copies of all contracts associated with the conference, related publications, and a
copy of the audit;

c. establish a standard system of technical assistance for new conference planning
committee members;

d. maintain a list of all hotels attendees stay in, and all hotels in the State capable of
handling an annual meeting;

e. communicate with Supervisors well in advance of proposed annual meeting dates;

34



f. arrange the availability of college credit opportunities at the annual meeting;
g. establish a funding source for major speakers;
h. establish and maintain a roster of potential State and regional speakers;

i. maintain the Fast Handbook for Annual meetings, containing all relevant guidelines,
timelines, procedures, and standardized computer-generated forms for registration
and other purposes (the FAST Handbook for Annual meetings is an Appendix to the
Board Handbook and a separate operations manual for the annual meeting
Committee);

5. work with local chairman to obtain bids for hotels three years prior to the conference.

ROLE OF THE PRESIDENT-ELECT (Article VII: Section 2)

The President-Elect, in accordance with the Bylaws provision, assumes the responsibility for the
program at the Annual Conference/Meeting (Article VII: Section 2b), is co-chairperson of the
program committee of the Annual Conference/Meeting Committee and is responsible for the
conference program and focuses on preliminary long-range programs for future meetings not under
his/her immediate jurisdiction.

MEMBERSHIP STANDING COMMITTEE (Article IX: Section 3c)

The chairperson of the membership committee is responsible for obtaining a current membership
list from the registration chair at the end of the annual conference. The membership list should be
revised to include past, current, life, student and new members. This list should be distributed
electronically to the Executive Committee.

ROLE OF THE PRESIDENT-ELECT (Article VII: Section 2)

The President-Elect is given the responsibility of coordinating the activities of the Membership
Standing Committee. The objectives are:

1. towork toward understanding, agreement and rapport by emphasizing areas of agreement
among the sometimes divergent interests of each responsibility group or between those groups
and the membership;

2. towork toward task completion by emphasizing Board-established time-lines and assisting
with problem-solving or trouble-shooting as special needs arise;

3. toact as advisor, previewing the efforts of each responsibility group as called upon to do so;
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4. toact as counsel, proffer advice, suggestions, innovative alternatives, or recommendations to
the groups from an outside vantage point, always with a view toward cooperatively expanding
the quality, quantity and effectiveness of their important work.

More specifically, the President-Elect should take on the role of active solicitation of potential
members by mail and by personal appearance and lecture, and welcome, on behalf of the President,
new and renewing members. The President-Elect should hold an orientation, in the form of a social,

reception, or brief session for first-timers new either to FAST or to a large meeting as an
introductory orientation at the annual meeting.

Guidelines for Membership

The subsequent guidelines should be followed
1. renewal notices should be sent to members when membership expires;
2. notices should be sent with a self-addressed return envelope;

3. membership list should be purged of duplicates after the annual conference;

4. names should be removed from the list if no renewal is received by the time of the annual fall
conference;

5. lists of members in each area should be sent electronically to each area director as soon as
possible after the annual conference;

6. establish a permanent public relations working group who should

a. conduct periodic needs assessments to provide current information on what science
teachers;

b. need and want in an organization like FAST, keeping FAST activities before the public
and professional eye;

c. investigate innovative approaches to expanding FAST membership through
brainstorming and contacts with other highly successful organizations.

7. plan, schedule and implement regional drive-in workshops when resources and interest permit;

8. set up a workshop at each annual meeting for area directors to share ideas, focus on job
description, and brainstorm ideas for increasing membership through membership drives;

9. establish a packet for new members and maintain supplies of packets and membership cards
with area directors for preschool meetings and year-round use;

10. aid in coordinating summer institutes when possible;
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11. emphasize a closer relationship within K-20 Education Network;
12. maintain a booth at the annual meeting highlighting membership services and activities;

13. develop new member benefits;
14. maintain production of up-to-date membership brochures;

15. maintain a record of memberships, a current (quarterly) mailing list, a listing of life members,
and updated statistics on members by geographical area and county;

16. provide mailing lists of Area members, no later than sixty days following the annual meeting,
to all area directors;

17. issue membership cards to members in good standing;
18. issue renewal notices to members;
19. maintain a liaison with the registration committee for the annual meeting;

20. maintain a liaison with the NSTA membership services for purposes of utilizing NSTA
membership lists for FAST to contact potential members;

21. facilitate life membership functions.

NOMINATING STANDING COMMITTEE (Article 1X: Section 3a)

The subsequent guidelines should be followed

1. receive Board-approved Presidential appointments of committee members ninety days before
the annual meeting of the Corporation (Article VI: Section 1);

2. [solicit from and] consider names presented by an individual member, or associated group,
provided such presentation is made to the Nominating Committee at prior to midnight on April
1 (Article VI: Section 1, 2);

3. verify the eligibility for office of each potential nominee by confirming nominee membership in
the Corporation (Article V1. Section3);

4. develop and utilize guidelines for determining qualifications for prospective candidates;

5. nominate candidates for President-elect and present the nominees to the general membership by
May 15 (Article VI: Section 2);

6. work with the Executive Director on the elections (Article VI: Section 2).
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[Note: See Nominations Procedure, Elected Officers for step-by-step guidelines and for working with
the Executive Director on the elections; see also, Elections Supervision for the role of the Executive
Director] .

AD HOC COMMITTEE CHAIRPERSON (Article IX: Section 4)

(Department of Education representative, legislative liaison, Florida Foundation for Future Scientists
representative, Affiliate and Associate Group, professional research, awards, History and Necrology,
newsletter, public relations, resolutions).

[Note: An Ad Hoc Committee Chairperson is appointed by the President with the approval of the
Board (Article IX: Section 1); Ad hoc committees may be established for specific needs (Article 1X:
Section 4).]
Responsibilities
A Board member holding this office is expected to
1. take receipt, from the President, of defined duties, a clear statement of objectives and a time
frame for accomplishing those objectives within the length of time designated for the

committee to exist (Article IX: Section 2; Article IX; Section 4);

2. establish, with Board guidelines, and chair a committee charged with the timely achievement
of those objectives (Board practice);

3. prepare reports for the annual meeting and for such other times as required by the President
(Article IX: Section 5).

ADVISORY AD HOC COMMITTEE

[Note: This committee is composed of all past Presidents of FAST, and such other past officers
and friends of FAST as the Board chooses to recognize by appointment; all members of this
committee are co-chairpersons, and entitled to attend Board meetings].

The subsequent guidelines should be followed:

1. maintain names and addresses of all past Presidents of the Corporation, and make annual
contact with those not active on the Board wherever possible;

2. maintain names and addresses of all other members of the committee;

3. make available to the Board and to the general membership their unique expertise and
experience in the year-to-year continuity of FAST.
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DEPARTMENT OF EDUCATION REPRESENTATIVE (Ad Hoc Committee)
The representative shall
1. serve as a liaison to the organization;
2. present information regarding trends and issues in science education;
3. locate specific information for members of the Board,;
4. update calendars of events relating to science education and present to the Board;

5. perform other duties as called upon by the Board.

LEGISLATIVE LIAISON (Ad Hoc Committee)

The legislative liaison shall

1. obtain information regarding proposed legislation affecting science education;

2. analyze, summarize, and disseminate information regarding proposed legislation affecting
science education in Florida;

3. suggest appropriate methodology to react to proposed science legislation;

4. identify situations where FAST representation at hearings, legislative committee meetings, et
al., would best serve the Corporation’s interest regarding proposed science legislation;

5. summarize pertinent legislation directly affecting science education in Florida.

FLORIDA FOUNDATION FOR FUTURE SCIENTISTS REPRESENTATIVE
(Ad Hoc Committee)

The subsequent guidelines should be followed:
1. provide the Board and, through timely submissions to the Journal and Newsletter, the
membership with relevant information on the activities of the Foundation and of all timelines
for state functions and events;

2. serve as a liaison between the FAST Board and the Foundation;

3. suggest ways in which the two organizations might work toward common goals in some
mutually beneficial way.
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AFFILIATE AND ASSOCIATE GROUP (Ad Hoc Committee)
The subsequent guidelines should be followed:

1. identify potential affiliate or associate groups where an affiliation or association might be
mutually advantageous;

2. contact identified groups for the purpose of proposing affiliation or association;
3. serve as the Board's contact person with all outside groups and organizations;

4. prepare and annually update an affiliate and associate packet containing copies of Bylaws and
organizational materials for groups;

5. establish guidelines and categories for membership by businesses and industries with an
interest in improving science education in the state.

Definitions
Affiliate Group - a non-profit group having a specific science education focus (i.e., Florida

Association of Science Supervisors, Florida Foundation for Future Scientists, Florida
Marine Science Education Association);

Associate Group - geographically limited science education group (i.e. Orange County
Science Teacher Associations).

PROFESSIONAL RESEARCH (Ad Hoc Committee)
The subsequent guidelines should be followed:
1. identify statewide concerns and propose the ways and means by which FAST can meet them;

2. review the large body of professional research in science education and keep the Board
informed of key findings, trends, and potential future problems indicated;

3. develop a program and time frame for achieving outlined specific activities as recommended

by the President and the Board.

AWARDS (Ad Hoc Committee)

The subsequent guidelines should be followed:

1. disseminate information on and encourage nominations for area, state and national awards of
excellence in science education;
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propose FAST awards, disseminate information on approved FAST awards, solicit
nominations, evaluate nominations and select recipients;

present FAST awards at the annual meeting;

oversee the FAST awards procedures at the State Science and Engineering Fair and other
similar state-wide events by

a. establishing criteria for the selection of recipients;
b. arranging for judging for the awards;
c. selecting the final recipients from the results of the judging;
d. seeing that the awards are presented to the chosen recipients in a proper and
ceremonious manner.
notify news organizations of winners;

send congratulatory letter to members who are recipients of science related awards;

write item for the Journal and/or newsletter announcing members who have received science
related awards;

committee members with the exception of the chair should not presently be on the Board.

HISTORY AND NECROLOGY (Ad Hoc Committee)

The subsequent guidelines should be followed:

1.

2.

3.

maintain a library of newsletters and journals;
maintain a record of Board members, and award winners;
maintain a library of annual meeting programs;

devise a method of obtaining biographical data on deceased prominent science educators in
Florida (obituary);

maintain a record of deaths of prominent science educators in Florida;

provide information to the Journal editor regarding deaths of prominent science educators in
Florida;

collect statistics of major events and membership status yearly;
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8.

9.

initiate projects related to the history of FAST (compilation of a list of FAST Presidents,
annual meetings, and a guide to past issues of the Journal);

preserve FAST memorabilia;

10. prepare a history of FAST for initial publication and prepare revised editions for publication

at five year intervals.

PROCEDURES

NOMINATIONS PROCEDURE, ELECTED OFFICERS

The subsequent guidelines should be followed:

1.

the President shall appoint member to serve on the Nomination Standing Committee with
the approval of the Board of Directors at the first board meeting following the annual
meeting and not later than December 31 (Article VI: Section 1);

the committee shall compile and evaluate information on all nominees;

the committee forwards to the Executive Director the names of the nominees for the office
of President-elect and other officers, along with candidate biographical sketches, statements,
and photographs, if submitted. This task should be completed not later than May 1. This will
ensure that mail-in ballots are in the hands of the general membership not later than May 15;

voting is by mail-in ballot distributed to the membership by May 15 and returned not later
than June 15. The responsibility for preparing, mailing, and receiving returned voting
materials rests with the Executive Director (see Executive Director: Elections Supervision);
the Nomination Standing Committee Chairperson, and such Committee members as are
available (or other Board designees as needed), meet with the Executive Director prior to
August 1 for the purpose of opening, tallying, and certifying the ballots;

in the event that no candidate receives a majority, a run-off election will be held in
accordance with Article VI: Section 6 of the Bylaws.

NOMINATIONS PROCEDURE, APPOINTED OFFICERS

The subsequent guidelines should be followed:

1.

at the annual meeting (in October), the President shall receive an annual report of the
activities of each appointed member of the Board (see Appointed Officers' Annual Report),
which includes an inquiry of officers’ willingness to serve in the present or in some other
capacity;
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10.

11.

the Appointed Officers' Annual Report forms will be turned over to the President- elect, upon
her/his assuming the Presidency at the official close of the annual meeting;

at the close of the annual meeting, the terms of all annually appointed officers and those
appointed for longer terms having that meeting's expiration date, officially expire, with the
following exceptions:

a. The Executive Director;
b. The officer chosen by the outgoing Board to serve on the Executive Committee.

these officers continue to serve on the Executive Committee with the newly elected officers
until the first Board meeting following the annual meeting is called to order, at which time
their terms of office expire;

the business of the Corporation will be conducted, in accordance with the Bylaws, by
the Executive Committee between the annual meeting and the first Board meeting following
it;

the new President may invite appointed officers from the old Board to serve another term in
the same or in another capacity or may invite others from the membership to serve on the
new Board. The President should have the new Board essentially ready for presentation to
the Board at least thirty days prior to the first Board meeting following the annual meeting;

. when the first Board meeting following the annual meeting is called to order, the voting

members of the Board are the elected officers of the Corporation - President, President-
elect, and Immediate Past President and the Area Directors (the terms of the other members
of the Executive Committee expired with the calling of the meeting to order);

. At the annual meeting (in Oct.), the President shall receive an Annual Report of the activities

of each appointed member of the Board (see Appointed Officers' Annual Report), which
includes an inquiry of officers’ willingness to serve in the present or in some other capacity;

the Appointed Officers' Annual Report forms will be turned over to the President- elect, upon
her/his assuming the Presidency at the official close of the annual meeting;

at the close of the annual meeting, the terms of all annually appointed officers and those
appointed for longer terms having that meeting's expiration date, officially expire, with the
following exceptions:

a. The Executive Director;

b. The officer chosen by the outgoing Board to serve on the Executive Committee.
these officers continue to serve on the Executive Committee with the newly elected officers

until the first Board meeting following the annual meeting is called to order, at which time
their terms of office expire;
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12.

13.

14.

the business of the Corporation will be conducted, in accordance with the Bylaws, by
the Executive Committee between the annual meeting and the first Board meeting following
it;

the new President may invite appointed officers from the old Board to serve another term in
the same or in another capacity or may invite others from the membership to serve on the
new Board. The President should have the new Board essentially ready for presentation to
the Board at least thirty days prior to the first Board meeting following the annual meeting;

when the first Board meeting following the annual meeting is called to order, the voting
members of the Board are the elected officers of the Corporation - President, President-
elect, and Immediate Past President and the Area Directors (the terms of the other members
of the Executive Committee expired with the calling of the meeting to order).

ELECTIONS SUPERVISION

The subsequent guidelines should be followed:

1.

one of the responsibilities of the Executive Director is to direct the FAST elections. The
following tasks are identified,;

obtain from the appropriate source the most current mailing labels of the Corporation
membership;

obtain from the chairperson of the Nominating Standing Committee the names of the
nominees for the office of President-elect, and other elected offices, along with candidate
biographical sketches, statements, and if possible, photographs. (Article VI, Section 2);

arrange for the preparation, printing, dissemination, and collection of the Official Ballot

a. prepare sheet(s) containing biographical sketches of and statements from each
candidate (to include a photograph of each if possible);

b. mail ballots to the general membership not later than May 15;

c. return envelopes bearing the address of the Executive Director and plainly marked
FAST OFFICIAL BALLOT and the voting deadline legend, MAIL BEFORE June 15;

d. receive and safeguard all Official Ballot envelopes postmarked no later than June 15.

meet with the Nominating Standing Committee chairperson, Committee members, or other
Board designees prior to July 15 to open, tally, and certify the ballots, and arrange for the
printing of run-off ballots in cases of a tie;

notify all candidates of election results within 30 days of ballot cut-off date and not later than
10 days prior to the annual meeting;
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7. announce the name of the newly-elected President-elect along with other elected officers to
the general membership (usually during the business session, but the Board, in cooperation
with the program chairperson, may specify another appropriate time);

8. in the unlikely event that no candidate receives a majority, a run-off election ballots shall be
mailed not later than September 1. In order to be counted these return ballots must be

mailed by midnight September 10. The candidate receiving a majority of the ballots cast
will be declared the winner.
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SAMPLE BALLOT

The following is a model for the FAST Official Ballot:

FAST OFFICIAL BALLOT

(Elected Position)

(year20__ -20_)

(PLEASE "X" ONLY ONE BLANK)
NAME OF CANDIDATE #1 (ALPHABETICAL ORDER)
NAME OF CANDIDATE #2 (ALPHABETICAL ORDER)

WRITE-IN

HONORARY LIFE MEMBERSHIPS

1. The Board of Directors may grant honorary life membership to individuals and
organizations recognized for unigque contributions to science or science education in Florida.

2. The mechanism for such recognition is a resolution placed before the Board by the
Executive Director [see RESOLUTION].

3. Honorary Memberships may be bestowed on an annual basis, by motion and majority vote
of the Board, at any meeting, without a formal resolution.

RESOLUTIONS

It is the responsibility of the Executive Director to prepare resolutions for the Board of Directors
(Article VI1I: Section 4f). Any officer of the Corporation wishing to propose resolutions to the
Board should submit same to the Executive Director at least thirty days prior to the Board meeting
at which action is desired. Resolutions are prepared in writing, in accordance with the following
format, and formally presented to the Board for action as an Executive Director item on the
agenda; the Executive Director maintains a file of all proposed resolutions, whether approved or not.
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RESOLUTION FORMAT

WHEREAS (description of primary justification for resolution);

WHEREAS (description of secondary justification for resolution);

WHEREAS (description of any additional justification for resolution);

The Board of Directors of the Florida Association of Science Teachers, Inc., on behalf of its
membership, do hereby (appropriate expression: resolve, recognize, bestow upon, honor, reward,

etc.)

(NAME OF RECIPIENT)
(TITLE OF RECIPIENT)

(Description of the honor)

Bestowed this day of , 20

Signature(s) & Title(s) of signing officer(s)

[Note: The formal resolution is primarily reserved for the recognition of individuals, organizations
or corporations who have contributed significantly to the sciences or to science education in
Florida; the bestowing of Life Membership status would be an example. The formal resolution
would be used only rarely in taking stands on critical issues in the sciences or science education;
the less-structured Position Statement would be more appropriate for such purposes].
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* OFFICE USE ONLY *

NAME
President Received

ADDRESS
Approved

CTY/STATE/ZIP
Treasurer Received

PHONE (work) (home)
Check Sent

FAST Position

Please list each expense incurred and the amount in the spaces indicated. Sign, date, and attach
original receipts to the voucher.

Vouchers should cover expenses incurred between successive Board meetings and be submitted to
the President each Board meeting.

Requests for reimbursements for major expenditures may be submitted to the President between
meetings, by mail. Photocopies of the voucher and all receipts should be retained by the requesting
officer.

It is the responsibility of each officer to keep incurred expenses under the budgeted limit or acquire
prior approval of the President to exceed that limit.

ITEM AMOUNT
$
$
$

Total: $

| hereby certify that the above expenses represent legitimate FAST business.

Officer's Signature Date
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OFFICER'SBUDGET

The Bylaws require all Board members to submit a proposed budget to the president at least thirty
days prior to the first Board meeting following the annual meeting (Article VIII: Section 4). This
allows the President to present a proposed budget for the Corporation at that meeting. Formats for
proposed budgets of the various officers of the Corporation follow; additional essential items may be
added if necessary.

President

Travel - NSTA National CONVENION..........ccoeveveeeiiciee et eveeeieieieieeeieieieaeieeeeene B
Travel - State ComMIttee Meetings..........oviviriririiiie e, $
PIINTING. ... ettt e e e e e e e e et e ettt e $
OFFICE SUPPIIES. ..t e e $
POSTAGE. ...ttt ettt e e et e e ettt e bbbt e e et st ereerens $
TRIEPNONE. ... e et ettt sttt et $
President-Elect

Travel - NSTA Regional CONVENTION..........c...ccueuiiereeiiceeceere et $
Travel — CAG Summer Workshop...........ouiuiiii e, $
PIINEING. ..ot e et e et et ettt et sttt er s $
100 SUPPIICS. ..ttt e e $
POSTAJE. ...ttt ettt ettt et e e e e a e et e ettt bttt bR bbb n et n et r et r e e ere $
TIEPNONE. ... .ttt $
All Other Corporation Officers

P NN, e e et ettt sttt st aras $
POSTAGE. ...ttt e e e e e ettt et et $
OFTICE SUPPIIES. .. e ettt ettt st r et ee $
TEIEPNONE. ... e et s $
Treasurer (in addition to the above items)

BUIK MailiNG PEMMIL. .......c.c.oovieiieiiieiiie e ettt e $
AUAITING FEES ...t ettt e e ettt et b et st e s be e ere e e saenre s $
Journal Editor (in addition to above items)

JOUIN@I PRINTING. ..ottt e e ettt et $
JOUMNAL IMTTING. ..o e ettt $
Convention Standing Committee (in addition to above items)

Annual Convention Seed

IVIONEBY ... e ettt ettt st ettt ettt b b b s et et bbbt eb e s e et e b bbb er e e $
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Awards Committee (in addition to above items)

Newsletter Committee (in addition to above items) Newsletter
PIINTING. .t e ettt e et b bbbt e e bbbt

Newsletter Mailing
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FLORIDA ASSOCIATION OF SCIENCE TEACHERS, INC. CORPORATION BUDGET
(PROPOSED)

Income (Projected)

ANNUAI MBELING. ...t e ettt ettt eaeae e e . $
JoUrNal AQVEMISEMENLS. .......c.ooviiiet ettt ettt st s nsn e snenas $
Membership Dues- Regular (F__ X $_ )eceeev i $
Membership DUES- Life (B X S ).evoee et $
Miscellaneous INCOME (1ISL).......ccoeiiveeiciiei et et $
Total INCOME (PrOJECLEA). ... ..cuiuieeeeeeei ettt s $
EXPENAItUIES (PTOJECIEA).... .. eveeeeieee ettt ettt ee ettt sttt ses st e sa s s sens et en e seeas $
President

Travel- NSTA National CONVENION..........ccccceet et viiieeeiesees e re e ren s $
Travel- State COMMILIEE MEELINGS. ......ccoevieeet e ettt $
PIINEING. ettt e et e et ettt sttt ar e $
OFfiCE SUPPIIES....oceeeeeeeeeeeeee e et $
POSTAGE. .. ettt e e et e bt bRt et ee e $
TEIEPNONE. ...t e e e $
Miscellaneous Expenses (see itemized liSt)...........ccooovvveiiiieiiie s $
SUD-TOtal, PrESIAENL.......c.oiiieieeeee e e e $
President-Elect

Travel- NSTA Regional CONVENTION...........ooeieiieiee ettt sttt $
Travel- CAG Summer

MVOTKSROP. ..t ettt et et st et es b e b e se bbbt e et be e n et nennann $
PIINEING. ..ot e et e et e e ettt et r e r s $
(@1 (1o U o] o] L[ OO $
POSTAGE. ... veeeee ettt e e e e e e ettt bbb bbb r e sner b $
TRIEPNONE. ... e ettt et e $
Miscellaneous Expenses (see itemized liSt).........cccoeiiiiiinininiense e $
Sub-total, PreSident-EIECK..........oovoeiee e $

Immediate Past President Printing..........c.ooooveeioioiiiieeeeee e D

POSTAQE. ...ttt e et e e e e et $
OFfICE SUPPIIES. .ttt e e ettt $
TEIEPNONE. ... e e e —————————— $
Miscellaneous Expenses (see itemized liSt).............oooeeiiiiiiiniiie e $
Sub-total, Immediate Past PreSident...........cc.cv ot ie i s $
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Executive Director

POSTAJE. ...ttt e et e et e e et oottt ettt er et a e et e et et e e te e re e
OFFICE SUPPIIES. ...t ettt et se et neere s
TRIBPINONE. ... e e et bbbt e reere s
Miscellaneous Expenses (See ItemMIZed liSt)......... ..o
Sub-total, EXECULIVE DIFECION........ccuieieeet ettt ettt ettt s er e

Treasurer
P INEING. . et ettt e e e e et et e b areans

OFTICE SUPPIIES. ...t e e e ettt et ettt re st e re e en e enens
POSTAGE. ... ettt e e e e e ettt ettt eabe st nra s
TRIBPINONE. ... e e e e bbbt e ea s
BUIK MaITING PEIMIL......cveieeee ettt ettt ettt st et ne e e
Miscellaneous Expenses (see itemized liSt)...........cccoiiieiiiieisie et
SUD-TOLAL, TIRASUIEN .....eeeeieetee et e e et et e e ettt ettt en bbb

Secretary

e 10100 OO TTSOPRSTRRTN
(@1 (TSN o] o] 1T O OO TSRS
POSTAGE. ...ttt e e e e b h et e eb et re e nres
TRIEPNONE. ...t e e e ettt et
Miscellaneous Expenses (see itemized liSt)...........oooiiiiiiiiienier e
SUD-TOtAl, SECIEIAIY.......cveceieeceee e e ettt r e er e

Journal Editor

] 01 (1T T T OSSPSR
POSTAGE. ... ettt e e e e e e e et b e a bbbt eehae st ne s
OFFICE SUPPIIES. ...t e e ettt sttt se e re e eneene s
TRIEPNONE. ... e e e e
JOUMNAI PIINTING. ..ot e e ettt e st se et et en e en s senae e enas
JOUMNAL IMATTING ... et
Miscellaneous Expenses (See IteMized liSt)........ ..o e
Sub-total, JOUINAl EITON ..o et e

Area Directors

PIINTING. ...ttt e et et et et e et et e eete ettt e sttt e een et et et nre e e ereern
OFFICE SUPPIIES. ...t e e e et ettt et srete et ensen e neaee
POSTAGE. ... ettt e e et ettt e r bt e Rt bbbt b e bt et e b e eneeneas
TRIEBPINONE. ..o e et et e e ettt ettt e e e reereneas
Miscellaneous Expenses (see itemized liSt)......... ... e
SUD-TOtal, ABA DIFECIOIS. ....eececeieie ettt ettt e e ettt e

Division Representatives
PIINEING. ot ettt e Rttt ne e e ereens
a1 o OO OSSOV



OFFICE SUPPIIES. ...t e e e e ettt sttt e b e ena et nnas
TEIBPNONE. ... e et ettt ettt sttt eren e enenes
Miscellaneous Expenses (see itemized liSt)...........cccoiiveiiiisisie st
Sub-total, DiVISION REPIESENTALIVES. .....cc.e vttt ittt e

Standing Committees

PIINTING. ...ttt et et ettt ettt ettt b bbb et b et n bbbt
OFTICE SUPPIIES ... vttt et et et et ettt sttt e st er b be et seeseereetensenenneas
POSTAGE. ...ttt ettt et aeet e e E et h e e nb e eb e e e nr e b
TEIBPINONE. ... e e e e e e ettt re et
Convention ComMMIttee SEEU IMIONEY.........ccceevv ittt ettt ne

Miscellaneous Expenses (see ItemMized liSt)..........ccooiiiiciciiiiis e
Sub-total, Standing COMMIUTIEES. ........cecieeet et ettt

Ad Hoc Committees

PIINEING. ot ettt ran et et ne s
POSTAJE. ...ttt e et et et et et e ettt e a ettt e s en e e nrn
OFTICE SUPPIIES. ...ttt e e e e et ettt et se et e es e er et e te s ae e eneseesensenns
TRIBPNONE. ... ettt ettt neereens
AWArds COMMIEEE- AWAIAS. ....cverieiiee ettt eetieesie ettt e st se s s bbbt e e s e

Newsletter CoOmmIttee- PrINTING.............v ittt sne e
Newsletter Committee- MailiNg...............oniii et
Miscellaneous Expenses (See itemized liSt)...........cooeriiiiiiiinie e e

Sub-total, Ad HOCCOMMITIEES. .......cceeit ettt ettt ettt

BOard MEEHING EXPENSES. ..ottt ettt ettt ettt st sttt et b e sn e eneas
Summer Retreat/\WorkShop EXPENSES......c.ccueiiiiireiriie ittt se ettt

Total
EXPENAIUrES(PrOJECLEA). ... ettt

[Note: Attach explanatory sheet(s) itemizing miscellaneous and unlabeled entries.]

PRESIDENT'S APPOINTED OFFICERS' CHARGES

Being always mindful of the volunteer status of Board officers, and of the many responsibilities
already placed upon them by the Bylaws and the Board Policies and Procedures Handbook, a
President may, in his/her leadership role, deem it necessary to make special charges to the officers.

Such charges should be limited and reasonable in nature, should be made in writing, be dated, and
be accompanied by a realistic timeline for completion and a description of the expected form or
format for reporting progress on or completion of such charges.

Whenever possible, such charges should be made at the first Board meeting following the annual
meeting, and expire with the term of the President making them.
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PRESIDENTIAL LIST OF AFFILIATES AND GROUPS

The procedures outlined herein have been established to maintain an up-to-date list of affiliates
and groups

1.

the chairperson of the Affiliates Ad Hoc Committee provides the President with a current list
of affiliates and groups not later than ninety days prior to the annual meeting; in the absence
of such a position, establishing this list is the responsibility of the President;

the President drafts a letter [see President's Letter to Affiliates And Groups] to each affiliate
and group, inviting each to affiliate with FAST for the next fiscal year. The letter itemizes
the present Board policies for recognition of affiliates and groups, and the advantages of
continued affiliation. The deadline for renewing an affiliation without requiring formal re-
application will be established by the Board (but should not be later than the close of the
annual meeting) and included in the letter. The procedure for expired and new affiliations
will also be included;

the President mails the letter to all affiliates and groups on the list as soon as possible after
receiving the updated list, but not later than sixty days prior to the annual meeting. The
letter is also mailed to potential affiliates recommended by the Affiliates Ad Hoc
Committee or other sources;

at the annual meeting, and in the official program of the annual meeting and in other
publications of the Corporation, affiliates are duly recognized in a manner to be determined
by the Board;

within thirty days of the closing of the annual meeting, the new Immediate Past-President
provides the new President with the current list of affiliates;

the new President drafts and dispatches personal letters of welcome to the contact persons of
each of the new or renewing affiliates not later than sixty days following the annual meeting;

at the first Board meeting following the annual meeting, the new President provides her/his
newly appointed chairperson of the Affiliated Groups Ad Hoc Committee with the current
list of affiliates and groups, or maintains same herself/himself should the Committee not be
established.
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PRESIDENTIAL LIST OF AFFILIATES AND GROUPS
Effective (enter date)

The following organizations with similar purposes as FAST have applied for affiliation with the
Corporation in accordance with Article XI of the Bylaws, and are entitled to all appropriate
recognitions and privileges:

List in alphabetical order by organization name

1. name of organization
2.name of contact person
3. organization address
4. address of contact

5. city, state, zip code

6. area code and phone

PRESIDENT'SLETTER TO AFFILIATES AND GROUPS

[To be sent no later than sixty days prior to the annual meeting]

Date

Name of contact person

Name of organization

Address of organization or contact
City, State, Zip

Dear (Name of contact):

The Florida Association of Science Teachers (FAST), a non-profit state chapter of the National
Science Teachers Association, is proud to recognize the many organizations sharing our common
purpose of promoting science education throughout Florida.

As you know, our Corporation Bylaws provide for the encouragement of other organizations with
similar purposes to affiliate with us and to appoint a representative to work with area directors.

The deadline for renewing an affiliation agreement with FAST for our upcoming Fiscal Year (Oct.-
Oct.), without re-applying, is (insert date). To renew, simply check the enclosed postage-paid card
for the correct name, address, and contact person for your organization, and return it.

Application procedures for new and expired affiliates are:
1. Submit on letterhead a formal request for affiliation.
2. Include the statement, "We understand that any action by an affiliate that would adversely affect
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any other affiliate or FAST shall not be binding upon FAST unless there is prior approval by the
FAST Board (Article XI: Sec.3c, FAST Bylaws).”

3. Include the name, address and phone number of your official contact person.

4. Have your President or chief officer sign the letter.

5. Enclose a copy of your Constitution and Bylaws for our records, and mail to the President, FAST.

The enclosed sheet outlines what we feel are some compelling reasons for affiliating with FAST. We
sincerely hope that you will give us the opportunity to serve your organization and membership for
many years to come!

Sincerely,

(signature)
President, FAST

TEN REASONS FOR AFFILIATINGWITH FAST
(FLORIDA ASSOCIATION OF SCIENCE TEACHERS, INC.)

1. When your group or organization affiliates with FAST it is affiliating with one of the fastest
growing State organizations in the Southeast, and a state chapter of the National Science
Teachers Association.

2. You lend the prestige of your organization and the voices of your membership to FAST's
efforts to inform the state government's leadership and the general public about issues of
concern and importance to science teachers and science education in Florida.

3. Through your designated contact person and the FAST Area Director serving your area,
your organization has a pipeline to the policy-making FAST Board, bringing your group's
unique concerns to the attention of the entire state's representatives.

4. Through your contact person, your organization will be kept aware of all major business
matters and issues before the FAST Board through timely and informative newsletters from
the President.

5. Your organization may enhance or further its prestige by identifying itself as an affiliate of
FAST in mailings and publications.

6. FAST will provide your organization with even wider recognition by acknowledging its
affiliate status in FAST publications and in the official program of the annual meeting.

7. When your group chooses to purchase one or more group memberships at the time of

affiliation (at the prevailing individual membership rate), your contact person receives an
equal number of copies of all FAST publications and mailings for your library or files.
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8. Groups purchasing one or more group memberships are additionally entitled to one time-
block, as available, first-come, first-served, for a meeting or presentation session for its
membership at the FAST annual meeting.

9. Members of affiliates who are not FAST members are offered discounts on the non-member
rates for FAST annual meetings and for merchandise offered, as the Board approves.

10. Members of your organization are encouraged to join FAST as well, to take advantage of
the many benefits of FAST membership, which include one issue of the FAST Journal, the
Florida Science Teacher, our informative FAST Newsletter, and the lowest registration
rates for our annual meetings. FAST also encourages its members in your area to join your

group.

PRESIDENT'SLETTER TO NEW AND RENEWING AFFILIATES
[To be sent not later than sixty days following the annual meeting]

Date

Name of contact person

Name of organization

Address of organization or contact
City, State, Zip

Dear (Name of contact):

On behalf of the Florida Association of Science Teachers, Inc. (FAST), allow me to take this
opportunity to welcome your organization as an affiliate forthe 20__ -20__ vyear.

We are proud of the outstanding work of our many affiliates on behalf of science teaching and
science education each year and take pleasure in providing formal recognition of that work at every
opportunity. Please keep us informed about the activities of your organization and its members
through frequent letters to our Journal and Newsletter editors and to our Area Director serving your
area.

We shall continue to strive to keep FAST an organization that will bring pride to your group by
affiliation.

Again, welcome to FAST! If I may be of assistance to you during my term as FAST President,
please do not hesitate to call on me.

Sincerely,
(signature)
President, FAST

Enclosure: FAST membership form
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STANDARD AGENDA FORMAT
BOARD MEETING

(Date) (Time)

(Location, City)

Agenda

1. Call to Order (name of President)

2. Elected and Appointed Executive Officers' Reports

a. Secretary, Reading of Minutes (name)

b. Treasurer (hame)
c. President (name)
d. President-Elect (name)

e. Immediate Past President- President (name)

f. Executive Director (name)
g. Journal Editor (name)

3. Appointed Administrative Officers' Reports: Area Directors

Area l
Area 2
Area 3
Area 4
Areab
Area 6
Area 7
Area 8
Area 9
Area 10
Area 1l

AT T SQ@he o0 o

4. Appointed Administrative Officers’ Reports

Elementary
Middle/Jr. High
High School
Post-Secondary
Non-public

®o0 o

(name)
(name)
(name)
(name)
(name)
(name)
(name)
(name)
(name)
(name)
(name)

(name)
(name)
(name)
(name)
(name)

5. Appointed Administrative Officers’ Reports: Standing Committee Chairpersons

a. Convention
b. Membership
C. Nominations

(name)
(name)
(name)
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6. Appointed Administrative Officers' Reports: Ad Hoc Committee Chairpersons

a. Advisory (names)
b. Department of Education (name)
C. Legislative (name)
d. Florida Foundation for Future Scientists (name)
e. Affiliate and Associate (name)
f. Professional Research (name)
g. Awards (name)
h. History and Necrology (name)
I. Newsletter (name)
J- Special Representative (name)

7. Old Business
8. New Business

9. Adjournment

[Note: Deviations from this Bylaws based hierarchical format are at the discretion of the President
or the Board of Directors. This is only a suggested format.]
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