
VII. Duties of Executive Committee Members:

Duties of the President 

A. Writings - TEPSA News (6 issues)

The President’s Column runs in each issue of TEPSA News (6 total 
issues). This is your space to connect with members, cheer for 
educators, share insight and news, etc. In the first article the 
President usually shares his or her theme, hopes and goals for the 
presidential year. Most people adapt their Summer Conference 
remarks and tie the article to the beginning of a new school year. 

Word count is 390. Articles are due on the 15th two months prior to 
run date. For example, August News article due June 15. 

B. Conventions/Conferences

Preside over all conference general sessions, most meetings of the 
Association and chair EC meetings, both open and closed sessions 

C. Invitations to President

1. If President receives an invitation to represent the Association at an
event with TEPSA, please coordinate with TEPSA Executive
Director.

2. Legislative Hearings and State Board Meetings

Periodically, the Association is asked to make presentations on the
position of its members. While staff usually makes this presentation,
if the President is needed to present at (or attend) any meetings, staff
will make arrangements.

3. Liaison Meetings

State agencies and the Legislature often schedule meetings
pertaining to a specific educational issue. Staff will attend and keep
you informed of pertinent issues.

D. Agenda Preparation

The President is responsible for the final version of the Executive
Committee agenda. The Executive Committee may add items or change
the order. Staff will prepare a draft of the agenda for your assistance.



E. Executive Committee members visit to the President's Campus or Town

The President has the option of inviting the Executive Committee to visit
his/her school or school district as a part of a scheduled Executive
Committee meeting. The Association will pay for normal Executive
Committee expenses.

F. Budget

The President is responsible for verifying the appropriateness of all
Association expenditures. Periodically, a mailing of all bills paid will be sent
to the President for review and initial. All records are then returned to the
Association office for filing. Any question regarding the appropriateness of
any expense should be made to the Executive Director or Accountant for
review.

G. Membership and Promotions

The President serves as a membership ambassador helping to recruit
members in his/her region and throughout the state. The President promotes
the association on social media.



President-Elect 

The obligation of the President-Elect is to prepare for the Presidency. Several 
items must be developed during the year prior to assuming the role of President. 

A. Committee Chairs

The President appoints Standing Committee Chairs and Vice Chairs. The
President-Elect should analyze who among the current Committee
members would best serve as a Chair of that Committee. These individuals
should be contacted by the President-Elect or TEPSA Staff no later than
April 1 (no later than 30 days prior to EC April meeting date) to verify that
they will serve as Chair and to invite them to participate in the Summer
Leadership Conference, all Standing Committee meetings and Board
activities. The appointments should be submitted to the EC by the EC
meeting in the month of April.

B. Committee Appointments

The President-Elect in consultation with staff appoints a pool of candidates to
replace those rotating off and any vacancies that occur. Those names are
recommended for approval to the Board of Directors. Names should be
submitted to the EC for their review at the April EC meeting. The President-
Elect and/or staff should contact these individuals to determine whether they
are willing to serve if approved.

C. Representation

The appointment of Committee Chairs, Vice Chairs and appointment to
Standing Committees is an extremely important and visible position. These
positions should represent the geographic diversity of the state and should
(if at all possible) guarantee that at least every region is represented by
either a committee or EC member position. Additionally, consideration
should be given to the ethnic and gender diversity of both the membership
and the state.

D. Theme

The annual theme for the Association is determined by the President. This
theme is important as it sets the tone for the year and reflects the
President’s ideal vision for TEPSA. The staff will assist in developing ways
to incorporate the theme into Association programs and activities. The
theme must be finalized in October in order to be announced to the Board
of Directors at their winter meeting.

E. Calendar Development

The President-Elect is responsible for preparing the year's calendar for
his/her year as President and submitting it to the EC for approval.
Calendars to be developed by December.



F. Financial Records

The President-Elect is responsible for requesting a full audit of Association
funds. This provides for a review of the Association's finances for the year
prior to your term as President. The accountant has an automatic request
to begin an audit on July 1 of each year. The audit is submitted to the EC
and Board of Directors upon completion.

G. Budget Items

By January, the President-Elect should visit with the Executive Director to
review proposed budget item recommendations for the upcoming budget.
The budget is to be submitted to the EC by June.

H. Goals for the Year

The incoming President may identify goals for the year at Summer
Leadership Conference.

I Standing Committee assignment

The President-Elect serves as a member of a Standing Committee and on
the Nominating Committee.

J. Planning Meetings at the TEPSA Office

During the President Elect year a planning meeting will be held at the
TEPSA office to review Association procedures and prepare for the
upcoming year. If available the President Elect will attend the new Member
At-Large orientation.

K. Membership and Promotions

The President Elect serves as a membership ambassador helping to recruit
members in his/her region and throughout the state. The President Elect
promotes the association on social media.



Vice President 

A. Preparation for President
The Vice President automatically assumes the position of President-
Elect. In order to adequately prepare for the responsibilities of President,
the Vice President should review the responsibilities of the President-Elect
regarding theme, calendar, committee chairs, committee
appointments, etc.

B. The Vice President hosts the Assistant Principal conference, serves as a
member of a Standing Committee and is a region liaison.

C. The Vice President will assist the 2nd year Member At-Large with the
membership campaign.

D. The Vice President, in conjunction with staff, oversees and promotes the
TEPSA awards programs and processes. The Vice President will meet
with TEPSA staff during the fall to review and plan the TEPSA Awards
timeline for the current year.
The Vice President will announce the NDP at Summer Conference.

F. The Vice President is responsible for taking photographs at EC
meetings, EC outings, and other Association events. These pictures 
become part of a photo album for the President which is prepared by 
the Vice President. Costs for preparing the album are reimbursed by the 
Association. The album will be presented during the transition meeting. 

H. Membership and Promotions
The Vice President promotes the association on social media.



Members At-Large 

Members At-Large serve a two-year term. Members At-Large: 

A. Are responsible for promotion of the association

B. Serve on a Standing Committee and as a region liaison

During the first year, the Member At-Large: 

A. Is responsible for promotion of the Association

B. Is custodian of records as the Secretary. This includes taking minutes at all
meetings and calling role at Board meetings.

C. Serves as a membership ambassador.

During the second year, the Member At-Large: 

A. Oversees the membership campaign. The Member At-Large will meet with
the Vice President and TEPSA staff to review the membership campaign and
materials, and propose activities. A review of these ideas should be
presented to the EC in April.

B. Is responsible for promotion of the Association
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