Appendix 2 – Statement of Responsibilities

APPENDIX 2 – STATEMENT OF RESPONSIBILITIES

2.1
BOARD CHAIR
The Board Chair shall have the following responsibilities:
2.1.1
Function as the Executive Officer in connection with all operations of the SSI.

2.1.2
Develop agendas for all meetings of the Board and general membership and call for and preside over these meetings.

2.1.3
Implement all decisions reached by the SSI Board.

2.1.4
Report to the membership on the activities of the SSI Board.

2.1.5
Appoint, subject to approval of the Executive Committee, the chairs of all standing committees and the Site Coordinators.  Appoint Chairs and members of ad hoc committees, particularly the Audit Committee and the special events committees.

2.1.6
Provide guidance and assistance, as needed, to Committee Chairs.
2.1.7
Accept and handle reports of difficulties with any member.  If necessary, involve the PCC representative to assist.
2.1.8
Serve as an ex officio member of all Committees except the Nominating Committee.

2.1.9
Serve on the Board as Past Chair for one year following his/her term as Chair.

2.1.10 Be available to review SSI publications prior to release to ensure that their contents are consistent with SSI goals, policies and procedures, and activities.
2.1.11
 In the event of the resignation of the Chair-elect, convene a Special Nominating Committee as described in the Bylaws Section 4.2.2 within one month of the resignation and present a nominee for the post of Chair-elect to the SSI Board and the general membership as expediently as possible. 
Revised July 1996


Revised October 2014
Revised March 1997

Revised January 2017 
Revised July 2009 


Revised August 2019
Revised May 2013
2.2
CHAIR-ELECT

The Chair-elect shall have the following responsibilities:
2.2.1
Act for the Board Chair in his/her temporary absence.

2.2.2
Assume the position of Board Chair in the event of the resignation of the Chair or the inability of the Chair to complete his/her term.

2.2.3
Serve as ex officio member of all standing committees.

2.2.4
Serve as a member of the Nominating Committee.

2.2.5
Assume the position of Board Chair in the following year.

2.2.6
Attend meetings of the SSI Board.

2.2.7
Attend meetings of the Curriculum Committee.
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2.3
SECRETARY
The Secretary shall have the following responsibilities:
2.3.1
Record, prepare, and distribute in a timely manner the minutes of the meetings of the SSI Board and general membership.

2.3.2
Be responsible for all correspondence and files for the SSI Board as requested by the Chair.

2.3.3
Maintain a notebook containing the current SSI Constitution, Bylaws, Policies and Procedures, Statements of Responsibilities of members of the Board, and the corrected and approved minutes of Board meetings, Treasurer’s reports, and general membership meetings.

2.3.4
Maintain a current list of SSI Board members updated periodically by the Membership Chair and of all members of standing, ad hoc, and site committees.
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2.4
TREASURER

The Treasurer shall have the following responsibilities:

2.4.1
Prepare, with the assistance of the SSI Chair, the annual budget for approval by the SSI Board.

2.4.2
Receive all income from dues, events, etc., and deposit in the PCC Foundation account.
2.4.3
Submit invoices and receipts to the PCC Foundation for payment.

2.4.4
Keep financial records.  Prepare and present reports at monthly SSI Board meetings. 
2.4.5
Assist the Audit Committee as an advisor.
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2.5
IMMEDIATE PAST CHAIR
The immediate past Chair shall have the following responsibilities:

2.5.1
Support and assist transition of responsibility to the current Chair.

2.5.2
Serve as a member of the Senior Studies Institute (SSI) Board.

2.5.3
Serve on the SSI Executive Committee.

2.5.4
Act as a resource to the Chair and Board.

2.5.5
Chair the Nominating Committee as defined in the Bylaws Section 4.2, “Nominating Committee.”
2.5.6
Assure that the Fall Welcome Event is planned and executed.
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2.6
BOARD MEMBER-AT-LARGE
Each Member-at-Large serves for two years and shall have the following responsibilities:

2.6.1   Serve as a member of the Senior Studies Institute (SSI) Board.

2.6.2   Support SSI goals, objectives, programs, and activities.

2.6.3
Propose and/or present at least one class presentation/speaker per scheduled class term (Fall, Winter, and Spring) for consideration by the Curriculum Committee.

2.6.4
Attend Curriculum Committee meetings on a regular basis.

2.6.5   Serve on other committees or projects as requested.
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2.7
MEMBERSHIP CHAIR

The Membership Chair shall have the following responsibilities:

2.7.1
Serve as a member of the Senior Studies Institute (SSI) Board.

2.7.2
Be responsible for staffing a membership registration desk at the SSI Fall Welcome event.

2.7.3
Arrange for annual distribution to all members of a complete SSI membership roster including names and email addresses if available.

2.7.4
Receive membership applications and fees from new members.

2.7.5
Forward all membership fees to the SSI Treasurer.

2.7.6
Maintain membership list in electronic form.  Keep Board members current with a confidential list of names, addresses and phone numbers of SSI members.  Provide mailing labels as needed.  
2.7.7
Send new member packets to newly registered members, which include welcoming letter, name tag, FAQS sheet, and current membership roster.

2.7.8
Provide to prospective members information packets consisting of an explanatory letter and class schedule containing an application form. These packets may also be provided to site coordinators.

2.7.9  Maintain a list of those volunteering for SSI activities. 
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2.8
PUBLICATIONS CHAIR
The Publications Chair shall have the following responsibilities:

2.8.1
Serve as a member of the Senior Studies Institute (SSI) Board.
2.8.2 With input from the Curriculum Committee Chair, publish a class booklet for each term (Fall, Winter, and Spring) describing SSI classes with their speakers, topics, locations, and dates for distribution to SSI members.  Arrange for its printing and mailing approximately two weeks before the start of each term. 

2.8.3  Provide pertinent information for inclusion in the SSI class booklet (Fall, Winter, and Spring) including: a listing of the SSI Board of Directors with telephone numbers and email addresses; current events discussion times and locations; and instructions for obtaining a membership application or proposing an SSI course on the SSI website (ssipdx.org).

2.8.4 As needed, assist in publishing flyers for events such as SSI orientation, picnics, and luncheons.

2.8.5 May obtain final approval for SSI publications from the Chair or the Chair's designated representative before publication.
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2.9.
ENGAGEMENT CHAIR

The Engagement Chair shall have the following responsibilities:

2.9.1
Serve as a member of the Senior Studies Institute (SSI) Board.

2.9.2
Publicize the activities of the organization by sending news releases to community publications for release.

2.9.3
Direct the design, production and distribution of a brochure which describes SSI and provides a membership application if requested by the Board.  Maintain and distribute SSI business cards to members.

2.9.4
Work with the editor of the PCC Communities Catalog and submit an article for that publication four times yearly.

2.9.5
The committee may engage in activities to provide information about SSI to interested groups/organizations.

2.9.6
Assist other SSI committees (i.e., Membership, Curriculum, Publications) as requested to publicize their activities.
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2.10
CURRICULUM CHAIR 

The Curriculum Chair shall have the following responsibilities:

2.10.1 Serve as a member of the Senior Studies Institute (SSI) Board.

2.10.2 Recruit members to serve on the Curriculum Committee.

2.10.3 Call and chair meetings.

2.10.4 Develop seasonal worksheet calendars (Fall, Winter, and Spring) using dates that correspond to Portland Community College's term schedules.

2.10.5 With Curriculum Committee and proposals from SSI members, develop an education program to meet the needs and goals of the organization.

· Promote member participation.
· With the committee, review class proposals for general interest, scheduling, etc.

· Follow through on execution of scheduled programs.

· Ensure that speaker honoraria are requested from the Treasurer.

2.10.6   In cooperation with the SSI Publications Chair, ensure timely production and distribution to SSI members of class schedules for each term (Fall, Winter, and Spring). 

2.10.7 Provide curriculum information in accordance with specified deadlines for publication in the following: 
· Portland Community College (Quarterly Schedules)
· SSI Publications
· www.ssipdx.org
2.10.8 Work with other SSI committees as necessary to publicize and promote SSI's curriculum.
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2.11
SITE COORDINATOR CHAIR

The Site Coordinator Chair shall have the following responsibilities:

2.11.1
  Serve as a member of the Senior Studies Institute (SSI) Board.

2.11.2
  Hold periodic meetings of site coordinators and communicate at least monthly with each site coordinator.

2.11.3
  Report on site activities and potential issues (e.g., need for equipment or more site space), activity level of members, and attendance.

2.11.4
  Attend each current events site quarterly to observe and meet with the Site Coordinator.     
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2.12
FACILITIES COORDINATOR

The Facilities Coordinator shall have the following responsibilities:

2.12.1
 Serve as a member of the Senior Studies Institute (SSI) Board.

2.12.2 Ensure that the equipment needed for SSI classes is available and operable at each SSI site where classes are presented.
2.12.3   Be responsible for maintenance and good repair of SSI-owned equipment.

2.12.4
  Report to SSI Board on perceived needs or problems regarding equipment, teaching materials, and operational supplies.
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2.13
WEBMASTER
The Webmaster shall have the following responsibilities:

2.13.1 Maintain the website www.ssipdx.org.  This includes providing class schedules and descriptions for each term, updating changes, providing notices of events, and assuring that officers and contact information remain correct.  

2.13.2   Coordinate with the PCC Foundation.  Update online forms as needed.  
2.13.3   Serve as contact with web host and obtain assistance from host when necessary.  

2.13.4
  Track payment due dates for domain name registration, web hosting, web mail, and web apps.

2.13.5
  Coordinate with Curriculum Committee Chair, Publications Chair, and Treasurer to accomplish all tasks.
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2.14
SITE COORDINATOR 
The Site Coordinator shall have the following responsibilities:

2.14.1   Report to the Site Coordinator Chair monthly and attend Site Coordinator meetings. 

2.14.2  Establish and maintain relationships with the staff of the host facility, including timely registrations for facilities at sites requiring periodic renewals, keeping an attendance record if required by the host facility, and requesting annual donations to host facilities as agreed on by the SSI Board.

2.14.3
  Facilitate Current Events discussions, preparing the space beforehand as needed, acting as moderator or designating another SSI member to moderate, and encouraging a positive and participatory experience for all.

2.14.4
  Welcome guests and encourage potential new members to join SSI.

2.14.5
  Ensure that appropriate classroom facilities, audiovisual equipment, teaching aids, and supplies and expertise are available for class sessions and presentations.

2.14.6 Inform site participants of SSI news, Board actions, schedule changes, special events, etc.

2.14.7
  Establish a Site Committee as needed to assist with the Site responsibilities.

2.14.8
  Serve as a member of the Nominating Committee. 

2.14.9   Maintain class conduct that conforms to PCC’s Code of Student Conduct. 

2.14.10 Administer disciplinary action as needed to maintain a safe and collegial atmosphere at the site, up to and including requiring an offending member to leave a session, and referring his/her conduct to the SSI Chair, according to SSI Current Events Guidelines. 
2.14.11 Ensure access to current SSI documents in hard copy or electronic form to all SSI members.
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