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Chapter I



 MANUAL OF POLICIES AND PROCEDURES
Any policies and procedures contained herein which relate to a specific article of the Bylaws shall be a chapter in this Manual of Policies and Procedures and will carry the same title as the respective article.

The Board of Directors of POSSESS shall be the policy making body.

New policies or amendments to policies in the manual may be adopted by a majority vote at any regular or called Board of Directors meeting when a quorum is present; or, in the absence of a quorum, through e-mail or mail ballot.

New or amended policies shall be effective the first day of the month following the month in which Board action is taken.

All actions taken by the Board of Directors to adopt or amend policies shall be recorded in the minutes.

A copy of all new and amended policies will be forwarded to each POSSESS member for inclusion in the Manual of Policies and Procedures.

The official Bylaws and Manual of Policies and Procedures shall be maintained by the State Secretary of POSSESS.

Chapter II




                                     STATE OFFICERS
The President shall be responsible for coordinating the presentation of recommendations to the Board from the Executive Committee, and serve or appoint a designee as liaison to the League Board.  Any designee liaison must be from the current Executive Board.

The First Vice President shall be informed in writing of the composition and charges of each committee by that committee chairperson.  The First Vice President shall be responsible for presenting committee chairpersons for Board approval.  The First Vice President shall serve as liaison to the State Board of Social Services.

The Second Vice President, as chairperson of the Professional Development Committee, shall strive to select locations for the general membership meetings, which will vary; thereby, making the meetings more available to the membership as a whole.

The Secretary shall insure that new policies and procedures are recorded in the minutes and insure that new policies and procedures and amendments to policies and procedures are distributed to the Board. The Secretary shall insure that the President receives a copy of all Board and membership meeting minutes within 30 days after a meeting is held.  
The Treasurer, as chairperson of the Budget Committee, shall notify the Executive Committee when any budget item approved by the Board may exceed the amount appropriated.

The Parliamentarian shall attend all membership meetings, all Board of Directors’ meetings and all Executive Committee meetings.  The Parliamentarian shall maintain the order and flow of all membership meetings according to Roberts Rules of Order. 

Chapter III 






  BOARD OF DIRECTORS

The members of the Board of Directors shall be responsible for the following items in addition to those specified in the Bylaws:

represent the regional membership;
serve as a communication link between the Region and the Board of Directors;
provide direction to the Executive Committee in the performance of its duties, and;
provide leadership for POSSESS in their Region.
Procedures:
Attend all Board and membership meetings; or, if unable to attend, designate a representative to attend.

Hold regional meetings.

Insure that items for the Board of Directors’ agenda are submitted to the President at least fifteen (15) days prior to the Board of Directors’ meeting.

Chapter IV 





         EXECUTIVE COMMITTEE

At the first meeting of the Board of Directors, following the election of officers, the Executive Committee shall submit in writing to each Board member the following:


committee chairpersons and committee charges, and; 


routes of communication and procedures in addition to those in Chapter II and III.

Orientation must be provided to the members of the Board of Directors prior to the first quarterly Board meeting after the spring membership meeting.

The elected members of the Executive Committee shall also serve as the voting officers of the organization.
Procedures:

Orientation shall include:


a brief history of POSSESS;


review of the Bylaws and Manual of Policies and Procedures;


review of POSSESS structure, including committee structure, and;

a detailed review of Board representatives’ responsibilities, including any outstanding charges to the Board of Directors.

Chapter V 








  MEETINGS
POSSESS meetings, at various levels, shall be scheduled as follows:

state membership meetings shall be held during the spring and fall conferences; 

State Board of Directors shall meet on a quarterly basis;

regions shall meet on a quarterly basis, and;


committees shall meet as necessary.

The State President and/or designee shall be reimbursed all travel expenses; including hotel, meals and registration expenses while representing POSSESS.
The Executive Committee of POSSESS shall have half of their hotel expenditures reimbursed for fall and spring conferences.  POSSESS shall pay the conference registration fee for fall and spring conferences for members of the Executive Committee.

POSSESS may offer to pay expenses of a non-member not on an expense account who will speak or participate in planned functions.  Expenses which may be covered are hotel, meals and travel as approved by the Board of Directors.  In lieu of expense reimbursement a gift card may be given at the discretion of the Board of Directors.  All social functions shall be free to invited guests.

POSSESS will award one (1) Percell Erquhart Scholarship annually at the spring conference.  The scholarship will cover the cost of registration and accommodations for the recipient.  The Membership Committee will review Percell Erquhart Scholarship applications and select the winner.

All State spring conference scholarship recipients will be expected to perform some task(s) related to the conference such as registration coverage, moderator, pre-conference work, etc.

All POSSESS business meetings shall be open to the public as specified in the Virginia Freedom of Information Act, and meetings may be closed only as expressly provided by law, but in no event shall a non-member of POSSESS vote.

Chapter VI   







       COMMITTEES
All committee reports should be filed in writing with the First Vice President at least fifteen (15) days prior to the meeting at which the report will be presented.

In addition to any other charges, the Budget Committee shall follow the procedures outlined in Chapter VII of the Manual of Policies and Procedures in preparing and submitting a budget.

The State Professional Development Committee shall plan statewide membership meetings. Regional Professional Development Committees, if established, shall assume the responsibility of planning and coordinating training and staff development activities as identified by regional membership.

The Board of Directors shall serve as the Personnel Committee.  The Personnel Committee functions to solicit, receive and act on the personnel interest and concerns of the membership.  It is the responsibility of the Personnel Committee to maintain a working relationship with local directors and State Department of Social Services. 
The Bylaws and Manual of Policies and Procedures Committee shall maintain an up-to-date copy of the Bylaws and Manual of Policies and Procedures in addition to the official copy of these documents maintained by the State Secretary; and, shall make these documents available for use at all Board and membership meetings.

POSSESS members may request to join a committee or committees by notifying the Regional President in writing of their desire to do so.  The chairperson shall acknowledge in writing all requests.

Chapter VII 





           FINANCES AND BUDGET
Committee chairpersons and others requesting funding shall present their estimated budget to the State Treasurer by January 15th each year.  The State Treasurer shall present an estimated, itemized budget at a called Board meeting before the spring conference.  The POSSESS Board of Directors shall present their recommendations to the membership at the spring meeting for approval.
The Budget Committee shall make recommendations for Board approval on budget reallocations.

The final budget, as recommended by the POSSESS Board of Directors, must balance.

Membership dues of $15.00 are due by August 31 of each year.  After August 31, membership dues will be $25.00 for renewals and $15.00 for new members.  All dues will be sent to the regional treasurers.  The regional treasurers will forward the amount due for state membership directly to the state treasurer.  
The Board of Directors may convey to the POSSESS regions twenty-five percent (25%) of profit from semi-annual membership meetings (conferences), contingent on the state organization’s fiscal solvency.  The amount dispersed will be prorated based on attendance at the membership meeting.

Chapter VIII 








     REGIONS
POSSESS Regions shall be designated as indicated in the Bylaws.

Regional Presidents will submit recommendations to the POSSESS State President in a timely manner, but at least twenty (20) days prior to each State Board meeting.

A Regional President shall appoint a designee to attend all state meetings in his/her absence.  It is recommended that the designee be their Regional Vice President whenever possible.

Chapter IX 




        NOMINATIONS AND ELECTIONS
Elections will be held on both the State and Regional levels according to specifications set out in the Bylaws.

The Nominating Committee will be advised by the State or Regional President upon the event of a vacancy of a POSSESS officer’s unexpired term.  All Sate Officer vacancies shall be filled by the Board of Directors until a special election can be held.  The Regional President shall have the authority to appoint a new Regional Secretary or Treasurer to serve any unexpired term until the next regular election.
Regional elections will be held as follows:


the offices of President and Vice President cannot be combined;

it is recommended that no office be combined with another on the regional level;

regional Nominating Committees will serve for two (2) full budget years, and; 
tie votes will be opened to discussion at the meeting and another vote taken until the tie is broken.

Chapter X 







       AFFILIATIONS
Virginia League of Social Services Executives
POSSESS shall seek an affiliate relationship with the Virginia League of Social Services Executives by submitting an application to the League President.  It is expected that this affiliation will be one of cooperation and that there will be no conflict in objectives of the two organizations.

The President of POSSESS or his/her designee shall serve as liaison to VLSSE.  The VLSSE will assign a liaison to POSSESS.  The function of the liaisons is to be the official communication conduits between the Board of Directors of POSSESS and the League.

The State committee chairs of POSSESS and the League are encouraged to include their counterparts in meetings in a manner which would effectively serve to enhance cooperation and communication on issues of mutual concern.
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