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INTRODUCTION
CCA General Information

The Colorado Counseling Association (CCA) has adopted the American Counseling
Associations’ (ACA) Branch Policies and Procedures and the ACA Bylaws as the foundation for
the development of this document. A copy of the ACA Branch Policies and Procedure manual
can be found in Appendix A of this document. A copy of ACA Bylaws can be reviewed at
http://www.counseling.org/AboutUs/ByLaws/TP/Home/CT2.aspx?

This manual has been created to ensure continuity of CCA business practices and in the services
provided by the Association to its members. In addition, this manual shall assist new Executive
Committee members in performing their position requirements and responsibilities.

DEFINITION OF PROFESSIONAL COUNSELING

The application of mental health, psychological or human development principles, through
cognitive, affective, behavioral or systematic intervention strategies, that address wellness,
personal growth, or career development, as well as pathology.

DEFINITION OF PROFESSIONAL COUNSELING SPECIALTY

A Professional Counseling Specialty is narrowly focused, requiring advanced knowledge in the
field founded on the premise that all Professional Counselors must first meet the requirements
for the general practice of professional counseling.

PURPOSE

The Colorado Counseling Association (CCA) is a state branch of the 47,000 member American
Counseling Association (ACA). CCA is an organization of counseling professionals who work in
education, health care, residential, private practice, community agencies, government, and
business/industry settings. Serving as a dynamic network of professional counselors in the State
of Colorado, the Association is devoted to professional development and maintenance of high
standards for those involved in the counseling profession.

Through leadership training, continuing education opportunities, and advocacy services to our
members, the Association provides counseling professionals opportunities to develop their skills
and expand their knowledge base. The Association is instrumental in setting professional and
ethical standards for the counseling profession. The Association is making considerable strides
in accreditation, licensure, and national certification. It also represents the interests of the
profession before Congress and federal agencies.

The CCA membership as of August 2009 includes 250 professionals.
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BENEFITS

The CCA offers opportunities for professional growth. These opportunities include:
e Advocacy for the counseling profession

Professional representation at local, state, and national legislative levels
Legislative monitoring

Liaison with State Licensure Board

Annual conference

Workshops

Opportunities for CEU credits

Quarterly newsletter

Affiliation with ACA

Liability and Personal Insurance Discounts (includes local legal advise services)
Counselor locater service

Informative Web site

Networking opportunities

On line events calendar

On line job posting

Opportunities to present and share expertise

Updates on professional counseling topics

Professional Web site design and maintenance discounts

Licensure information and support from CCA and CLPCA

Career counseling support from CCDA

DIVISIONS

CCDA - Colorado Career Development Association: The CCDA is a state affiliate of the
National Career Development Association (NCDA), and a division of the Colorado Counseling
Association. Our organization exists to serve those who have an interest in career and workforce
development issues in Colorado.

CLPCA - Colorado Licensed Professional Counseling Association: CLPCA is devoted to
advocating, connecting, and providing ongoing education in support of the counseling
profession.

OUR MISSION

The mission of the CCA is to promote lifelong human development by the members and to
promote public confidence, trust, and value in the counseling profession.

Revised 12-30-09



ADDRESS
The official address for the CCA is:

CCA
1508 Lakeside Drive
Greeley, Colorado 80631

The official Web site address for the CCA is:
www.coloradocounselingassociation.org

The CCA's Governing Council strives to be effective and efficient in all business dealings. All
members of the council are volunteers and dedicate their time and efforts to the business matters
of the Association. It is very important that the members of CCA understand that the Governing
Council, like themselves, are members who serve because they want to and do much of their
work because of caring about people and the counseling profession.
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BYLAWS OF THE
COLORADO COUNSELING ASSOCIATION

Article |
Name, Identity, Mission and Goals

Section 1. Name
a. The name of this Association shall be the Colorado Counseling Association, a branch of
the American Counseling Association, a nonprofit corporation chartered by the State
of Colorado.
b. The name of the Association shall be employed in connection with all official business
and activities of the Association.

Section 2. |dentity

The Colorado Counseling Association (CCA) is an organization of counseling and human
development professionals who work in educational, health care, residential, private practice,
community agency, government, and business/industry settings (or variety).

Section 3. Mission
The mission of the Colorado Counseling Association is to promote lifelong human development by the
members and promoting public confidence, trust, and value in the counseling profession.

Section 4. Goals
The goals of the Colorado Counseling Association shall be:
1. to promote the standards of professional counseling and human development;
2. to promote the personal and professional development of counseling and human development
professionals;
3. to promote an ethical standard which will facilitate positive change and optimize human
potential among members’ clientele;
4. to promote and provide programs and conferences which proactively address human rights and
social issues most relevant to the profession;
5. to promote public awareness of and support for the counseling and human development
profession;
6. to promote the advancement and dissemination of research and knowledge in counseling and
human development;
7.to promote and support public policy and legislation which enhances human development;
8. to promote and support diversity in all its forms;
9. to promote, respect and recognize the global interdependence among individuals, organizations
and societies;
10. to provide the organizational structure, membership, leadership, and resources necessary to
fulfill our mission.

Section 5. Anti-Discrimination

There shall be no discrimination against any individual for any reason on the basis of ethnicity, race,
religion, gender, socio-economic status, sexual orientation, age, or degree of ableness.

Article Il
Membership
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Section 1. Types of Membership

a. Each individual in good standing is a voting member.

b. Types of individual membership. There shall be four types of individual voting
membership: Professional, Regular, Student, and Retired.

c. Professional members shall hold a master’s degree or higher in counseling or a closely
related field from an accredited college or university (CACREP, APA, NCATE).
Professional members must present proof of academic credentials upon request.

d. Regular members shall include persons whose interests and activities are consistent
with those of the Association, but who are not qualified for Professional membership.

e. Student members shall include persons enrolled in a graduate program in counseling or
closely related field;

f. Retired members shall include those persons who are no longer actively employed.

g. All members must agree to abide by the American Counseling Association’s Ethical
Standards and/or division codes where applicable.

Section 2. Dues
a. Dues for members of the Association shall be recommended by the Executive
Committee and established by action of the Governing Council.
b. A portion of the Association dues shall be remitted to each Division. Amount of the
remittance shall be recommended by the Executive Committee and established by
action of the Governing Council.

Section 3. Severance of Membership

A member may be dropped from membership for any conduct that is injurious to the Association or
adversely affects its reputation, or that is contrary to or destructive of its mission according to the
Bylaws and Ethical Standards of the Association. A member shall be dropped from membership for
the nonpayment of dues.

Article Il
Divisions

Section 1. Organization of Divisions

a. A Division shall consist of persons who organize on a statewide basis in accordance
with the purposes of a Division of ACA.

b. The Association shall include one or more Divisions representing specialized areas of
interest in guidance, counseling or personnel work.

c. Divisions shall be organized in accordance with the Bylaws of the Association and with
those of the ACA Division.

d. Divisions shall file copies of the Bylaws with the Executive Director of the Association.

e. The major purposes of a Division shall be in accord with those of the Association.

Section 2. Formation of Divisions
a. The standing rules governing the formation of Divisions shall be established by the
Governing Council.
b. The Governing Council shall have the power to grant charters to Divisions in
accordance with the aforementioned standing rules.

Section 3. Autonomy of Divisions
a. A Division of the Association shall be autonomous in the conduct of its affairs,
consistent with the Bylaws of the Association.
b. A Division of the Association may adopt its own name but in all instances shall identify
itself as a “Division of the Colorado Counseling Association”.
c. All officers and Representatives of a Division shall be members of the Association and
shall be elected only by the Association members of that Division.
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Section 4. Reports
a. Each Division shall forward to the President of the Association the names, addresses

and telephone numbers of its officers upon their election or appointment.

b. Each Division shall file a financial statement, a proposed budget, and financial position
with the Treasurer of the Association via an oral report at the first Governing Council
meeting of the Association’s fiscal year. A written report shall be submitted in the
absence of an oral report.

c. Each Division shall present an oral annual report covering the preceding year’s

activities.

Section 5. Amendments to Basic Documents
Amendments to any Division’s Bylaws shall be reported in writing to the President of the Association

for approval by the Executive Committee within thirty (30) days after the effective date of their
adoption. These amendments shall be on file with the Executive Director of the Association.

Section 6. Dissolution of a Division
The Governing Council shall have the power to revoke the charter of a Division when it is deemed in

the best interest of the Association to do so.

a.Before final action may be taken with respect to dissolution of a Division, a notice of
intent to dissolve must first be passed by a majority of the Governing Council
Representatives present and voting and the Division in question advised in writing of
the reasons for the proposed action. The Division shall have until the next state
meeting of the Association, but in no case less than nine months, to effect remedial
measures.

b.A two-thirds vote of Representatives present and voting shall be necessary to revoke
the charter of a Division.

c.A Division’s voluntary dissolution or withdrawal from the Association shall be
undertaken only in compliance with policies and procedures adopted by the

Governing Council.
d.Upon dissolution of a Division, all assets of that Division shall revert to the Association.

Article IV
Local Chapters

Section 1. Formation and Organization of Local Chapters
a. The standing rules governing the formation of Local Chapters shall be established by

the Governing Council.

b. The Governing Council shall have the power to grant charters to Local Chapters in
accordance with the aforementioned standing rules.

c. A Local Chapter shall consist of persons who organize on the basis of a local
geographic unit within the state in accordance with the Bylaws and policies of the

Association.
d. The Association may include one or more Chapters each of which shall consist of at

least ten (10) members.
e. Local Chapters shall adopt the Bylaws of the Association and Division and file any
additions for review and acceptance to the Executive Director of the Association.

Section 2. Autonomy of Local Chapters
a. A Local Chapter of the Association shall be autonomous in the conduct of its affairs and

consistent with the purpose of the Bylaws of the Association.

b. A Local Chapter of the Association may adopt its own name but in all instances shall
identify itself as a “Chapter of the Colorado Counseling Association”.

c. All officers and Representatives of a Local Chapter shall be members of the
Association and shall be elected only by the Association members of the Chapter.
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Section 3. Reports
a. Each Local Chapter shall forward to the Executive Director of the Association the

names, addresses, and telephone numbers of its officers upon their election or
appointment.

b. Each Local Chapter shall file a financial statement, proposed budget, and written
annual report, which will cover the preceding year’s activities and financial position,
with the Executive Director of the Association at the first Governing Council meeting
of the Association’s fiscal year.

c. Each Local Chapter shall file a financial statement, a proposed budget, and financial
position with the Treasurer of the Association via an oral report at the first Governing
Council meeting of the Association’s fiscal year. A written report shall be submitted in
the absence of an oral report.

d.Each Local Chapter shall present an oral annual report covering the preceding

year’s activities.

Section 4. Additions to Bylaws by any Local Chapter

Additions to the Chapter Bylaws shall be reported in writing to the Executive Director of the
Association for approval by the Executive Committee within thirty (30) days after the effective date of
their adoption. These additions shall be on file with the Executive Director of the Association.

Section 5. Dissolution of a Local Chapter

a. Before final action may be taken with respect to dissolution of a Local Chapter, a notice
of intent to dissolve must first be passed by a majority of the Representatives present
and voting and the Local Chapter in question advised in writing of the reasons for the
proposed action. The Local Chapter shall have until the next state meeting of the
Association, but in no case less than nine months, to effect remedial measures.

b. A two-thirds vote of Governing Council Representatives present and voting shall be
necessary to revoke the Charter of a Local Chapter.

c. A Local Chapter’s voluntary dissolution or withdrawal from the Association shall be
undertaken only in compliance with policies and procedures adopted by the
Governing Council of the Association.

d. Upon dissolution of the Local Chapter, all assets of that Chapter shall revert to the
Association for re-appropriation of funds to be approved by the Governing Council.

Article V
The Executive Committee of the Governing Council

Section 1. Composition of the Executive Committee
a. The Executive Committee shall be composed of the following:
1. voting members shall be the President, the President-Elect, the Past-President,
the Secretary and the Treasurer of the Association
2. non-voting member shall be the Executive Director
b. Members of the Association may attend meetings of the Executive Committee as
observers.

Section 2. Powers and Functions of the Executive Committee
The powers and functions of the Executive Committee shall be as follows:
a.to propose Association policies and recommend such policies to the Governing Council
for its consideration and action;
b.to approve additions proposed by a Division or Local Chapter to the Association’s
Bylaws;
c.to set the date for the annual elections and state meeting of the Association;
d.to prepare an annual budget for approval of the Governing Council;
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e.to perform other duties as may be delegated to it by the Governing Council.

Section 3. Meetings of the Executive Committee
a. The Executive Committee shall meet upon call of the President of the Association or a
majority of the Executive Committee.
b. The Executive Committee must have a quorum present consisting of at least a majority
of the voting members of the Executive Committee.

Article VI
The Governing Council

Section 1. Composition
a. The Governing Council shall be composed of the following persons:

1. Executive Committee of the Association;

2. Representatives of Divisions;

3. Chairs of standing committees of the Association.

4. Delete "Doctoral Student Liaison and Masters Graduate Student Liaison"

b. Representation from Divisions shall be determined by the following formula:

1. Presidents of Divisions;

2. one additional Representative for each one hundred members or fraction
thereof, up to a maximum of five Representatives, including the President of
the Division; a Division may designate alternates to serve in place of
Representatives who are unable to attend a Governing Council meeting;

3. terms of office for all Representatives shall be determined by their Division.

Section 2. Powers and Functions
The Governing Council shall be the legislative body of the Association having the following powers and
functions:
a.to establish policies to govern the affairs of the Association;
b.to act on recommendations from the Executive Committee;
c.to grant, deny or revoke charters of Divisions and Local Chapters;
d.to act on the reports of the Executive Committee, Divisions, Local Chapters, Standing
Committees, and such ad hoc committees as are established by and responsible to
the Governing Council;
e.to adopt and to amend the Bylaws of the Association;
f. to vote on resolutions passed by the membership;
g.to supervise activities of the Association designed to accomplish the purposes of the
Association;
h.to establish a dues structure of the Association;
i. to develop policies and procedural guides for the Association and for its Divisions and
Local Chapters necessary to insure responsible fiscal operation;
j- to establish standing rules governing the formation and dissolution of Divisions and
Local Chapters;
k.to exercise such other powers and functions as may be necessary or desirable in the
best interests of the Association, not in conflict with the Bylaws.

Section 3. Meetings of the Governing Council

a. The Governing Council shall convene four times annually.

b. Additional meetings of the Governing Council may be called by the President or the
Executive Director as well as by a majority vote of members of the Governing Council.
The time and place of such additional meetings shall be fixed by the President of the
Association.

c. The President of the Association shall preside at meetings of the Governing Council. In
the absence of the President, the President-Elect shall preside.
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d. Each member of the Governing Council shall have one vote, and a majority of the
members of the Governing Council present and voting shall constitute a quorum.

e. Any Representative may present business for Governing Council consideration.

f. Each member of the Governing Council is expected to attend all meetings. Any
member who misses two consecutive meetings may be asked to resign from the
Governing Council.

g. Members of the Association may attend as observers.

Article VII
Officers of the Association

Section 1. Officers and Terms of Office
a. The officers of the Association shall be the members of the Executive Committee.

b. Officers of the Association, except the Executive Director, shall be elected at large from
among individual members of the Association and shall serve for one year, except the

Treasurer Delete "who shall serve a minimum of two and a maximum of three years,
or until their successors are elected."
c. The President-Elect shall automatically become President of the Association one year

after the commencement of his/her term of office as President-Elect or upon the death

or resignation of the President.

d. The Executive Director shall be appointed by the Executive Committee and approved
by a majority vote of the Governing Council.

e. A President-Elect succeeding to the office of President by reason of the death or
resignation of the President shall serve the full one-year term as President in addition
to serving the unexpired term of the resigned or deceased President.

f. The term of office of elected officers of the Association shall begin July 1. Officers shall
serve until their successors take office.

g. Elected officers of the Association must be members of the American Counseling
Association.

Section 2. Duties of Officers
a. The President shall be the chief elected officer of the Association and shall:
1. preside at all meetings of the Association;
2. chair meetings of the Governing Council;
. chair meetings of the Executive Committee;
. appoint all committee chairs subject to confirmation of the Governing Council;
. be an ex-officio member without vote on all committees;
. be the Colorado representative at Western Region Meetings and at national
functions;
. appoint an ad hoc auditing committee prior to a Treasurer’s leaving office;
. perform the duties customary to the Office of President and such additional
duties as shall be directed by the Governing Council;
b. The President-Elect shall perform the duties of the President in the absence or
incapacity of the President and shall assume leadership in program development.
c. The Past-President shall chair the Nominations and Election Committee, and shall
perform such additional duties as shall be directed by the Governing Council.
d. The Treasurer shall be the chief fiscal officer of the Association and shall:
1. represent the Association in assuring receipt and expenditure of funds in
accordance with the directives established by the Governing Council;
2. present the Association’s books to the ad hoc auditing committee one month
prior to leaving office;
3. draw up an annual budget, in consultation with the Executive Committee;
4. perform the duties customary to the office and such additional duties as shall
be directed by the Governing Council.
e. The Secretary shall be the chief record-keeping officer of the Association and shall:

[20N¢) IF S V]

o N

Revised 12-30-09

12



1. keep minutes of all meetings at which Association officers preside;

2. conduct correspondence for the Association;

3. perform duties customary to the office and such additional duties as shall be
directed by the Governing Council.

f. The Executive Director shall serve as the permanent registered official for the
Association and shall:

1. provide a permanent mailing address;

2. maintain and store archives, reports and financial records;

3. be a non-voting member of the Executive Committee, Governing Council, and
of all Divisions, Local Chapters and committees and serve them in a resource
capacity;

4. review Bylaws annually with the Chair of the Bylaws Committee and
recommend revisions as indicated;

5. develop and annually update Association’s policies and procedures;

6. serve a coordinating function for Association services, leadership development
and public information;

7. serve as Resident Agent for Incorporation for the State of Colorado;

8. perform administrative duties as requested by Association Officers;

9. attend state, regional and national meetings and conventions as requested by
the Association President;

10. act as a liaison among Officers, Representatives, Divisions, Local Chapters,
Committees and individual members;

11. perform such additional duties as shall be directed by the Governing Council.

Section 3. Nomination and Election of Officers

a. The Nomination and Election Committee shall ask the Association members to submit
names of Association members to be placed on the ballot for offices to be filled that
year.

b. The Nomination and Election Committee shall conduct a ballot election of officers prior
to the annual conference except in the event that there is only one candidate for each
office to be filled. In the event, election shall be by unanimous accord during the
annual conference.

c. Candidate’s statements may accompany the ballots.

Section 4. Compensation and Expenses of Officers

None of the elected or appointed officers of the Association shall receive any compensation for their
services as such to the Association. The necessary expenses of the officers of the Association may be
paid from Association funds under policies established for such payments by the Governing Council.

Article VIII
Meetings of the Membership

Section 1. State and Regional Meetings

a. The Association shall hold state meetings at a time and place set by the Governing
Council. Notice shall be given to the membership not less than three months prior to
the time set.

b. The Association may hold regional meetings at a time and place set by the Governing
Council. Notice thereof shall be given to the membership well in advance of the time
set. No formal business of the Association shall be conducted at such regional
meetings.
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Article IX
Committees

Section 1. Types of Committees

a. There shall be two types of committees in the Association: Standing Committees and
Ad Hoc Committees.

b. The President of the Association shall have the authority to appoint chairs of Standing
and Ad Hoc Committees (with the exception of Chairs designated in these Bylaws)
who shall have the authority to appoint committee members as needed to conduct the
activities of the committee. Appointment of committee chairs shall be subject to
confirmation by the Governing Council.

c. Standing Committees shall be specified in the Bylaws of the Association, and
Committee Chairs shall serve as liaisons to parallel Western and ACA Committees.

d. Ad Hoc Committees shall be created as need arises.

Section 2. Standing Committees
a. Ethics Committee
1. The Committee shall be responsible for providing information to the
membership concerning ethical standards and legal requirements, monitoring
procedures pertinent to ethical standards, submitting complaints of ethical
violations to the State Grievance Board, and recommending appropriate
action to the Executive Committee based upon action taken by the State
Grievance Board.
b. Human Rights Committee
1. The Committee shall coordinate human rights concerns of the Association,
inform the membership of emerging issues, develop programs to overcome
behaviors and activities that infringe upon individual rights, and develop
position papers appropriate to human rights.
c. Media Committee
1. The Committee shall include the editors of the Journal and the Newsletter and
the web master. The editor of the Newsletter shall serve as Chair of the
Media Committee.
2. The Committee shall promote through various media the purpose, intent, and
activities of the Association and its Divisions.
d. Nominations and Elections Committee
1. The Committee shall establish procedures for carrying out the annual election
of officers, develop a slate of candidates, conduct the election of officers and
report election results to the President of the Association.
e. Organization, Administration, and Management Committee
1. The Committee shall consider new awards, prepare and revise guidelines for
each award and submit this information to the Governing Council for its
action.
2.In accordance with the guidelines established for each award, the Committee
shall solicit nominees, collate supporting materials concerning nominees and
select recipients.
3. The Committee shall also purchase awards and have them appropriately
engraved or imprinted.
f. Bylaws Committee

1. The Committee shall review the Bylaws of the Association biannually,
develop recommended amendments and forward them to the Governing
Council.
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g. Conference Committee
1. The Committee shall include other officers of the Association and members
responsible for registration, publicity, interest sessions, exhibitors, awards,
decorations and evaluations.
2. The Committee Chair shall plan and supervise conduct of all aspects of the
State Conference and shall evaluate the conference.
h. Public Policy and Legislation Committee
1. The Committee shall be concerned and monitor matters of government activity
at all levels and shall inform the membership of these concerns and enlist
their support as needed.
i. Membership Committee
1. The Chair and the Committee, if appointed, shall plan and execute membership
drives and recruitment procedures, process applications, maintain accurate
membership lists, and perform such other functions regarding membership
as shall be directed by the Governing Council.
h.Event Committee

1.The Committee shall be concerned with providing regional professional
development and networking opportunities for counselors throughout the state.

Article X
Publications

Section 1. Publications of the Association
a. The Association Delete "shall" publish an official journal which shall be called
Awareness, The Journal of the Colorado Counseling Association. The journal shall be
distributed regularly to members and other interested parties.
b. Newsletter

Section 2. Amendment of Bylaws
a. Association Bylaws may be amended by vote of two-thirds (2/3) of the Representatives
present and voting at a Governing Council Meeting.
b. Amendments may originate in the following ways:

1. The Bylaws Chair or members of the Bylaws Committee, following review of the
Bylaws, may propose amendments. Proposed amendments must be
presented to the President of the Association in writing for action by the
Governing Council.

2. A member of the Association may originate amendments provided that the
proposed amendment(s) are presented to the Association President in
writing.

3. Amendments may originate at a meeting of the Governing Council. A
Representative desiring to present an amendment(s) shall present the
proposed amendment(s) in writing. Such proposed amendments shall not be
acted upon until the next meeting of the Governing Council.
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POLICIES - PROCEDURES - INFORMATION

The purpose of the Policies — Procedures — Information section of this manual is to further
elaborate on the information contained in the Association Bylaws. Principles found in the bylaws
shall override information in this section should a discrepancy of information exist.

ELECTED OFFICERS JOB DESCRIPTIONS

10.

The President shall be elected from among the individual members of the Association
and shall serve one year, beginning July 1 and ending June 30.
The President shall preside at all business meetings of the Association and shall be Chair
of the Governing Council.
The president shall utilize Parliamentary Procedures while presiding at business
meetings.
The President shall be an ex-officio member of all standing and special committees.
The President shall appoint the Chairs of all Standing and Special Committees except as
denoted otherwise in the bylaws, e.g., the Treasurer shall be Chair of the Budget and
Finance Committee, etc.
The President shall appoint a Past President to serve on the Nominations and Elections
Committee
The official delegates to ACA shall be the President and President-Elect with President
Elect-Elect, Secretary and Treasurer as alternates, in that order.
The official delegates to Western Region Leadership and/or ACA Leadership meetings
shall be the President and President-Elect, with President Elect-Elect, Secretary and
Treasurer as alternates, in that order.
The expenses of the President and President-Elect to attend national and regional
meetings shall be paid in portion by the Association. The amount of annual expense
allowances shall be determined each year in the Annual Budget review approved by the
Executive Committee.
The President shall be aware of all operations and procedures of the Association and shall
ensure that operations occur timely throughout the year. Examples include:

a. An annual budget is developed by the Treasurer and approved by the Executive
Committee
Accurate expense records are maintained by the Treasurer
An annual conference is organized and conducted
All business records are archived annually by the Historian
All meeting minutes are recorded and archived
The Web site is accurate and updated periodically with timely information
All membership activities occur timely, this includes keeping accurate
membership records, running the annual membership drive, members are
contacted regarding the expiration of the membership, welcoming letters are sent
to new members, etc.

@moooo
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h. All Chair positions of the Standing and Special Committees are filed or covered
by members
I. Annual reports are submitted by Divisions and Chapters
J. A Periodic review of Bylaws and Policies and Procedures is conducted
k. Newsletters and Journals are published as required
I.  All business reports and required information is submitted to ACA and the
Western Region Committee upon request
11. The President shall organize and conduct the Annual Strategic Planning Retreat weekend
12. The President shall insure that an Annual Strategic Plan is developed and published
13. The President shall ensure that commitments outlined in the Strategic Plan are completed.
14. The President shall ensure Leadership Training opportunities are provided to members on
an annual basis.

1. The President-Elect shall be elected from among the individual members of the
Association and shall serve one year as President-Elect, beginning July 1 and ending June
30.

2. The President-Elect shall assume the office of President at the completion of the one-year
term as President-Elect.

3. The President-Elect shall act as the President in the absence or incapacity of the President
as determined by the Governing Council.

4. The President-Elect shall select Annual Conference speakers a year in advance.

5. The President-Elect shall appoint the Chair and committee members of the Ethics
Committee, subject to confirmation by the Governing Council.

6. The official delegates to ACA shall be the President and President-Elect with the
Secretary and Treasurer as alternates, in that order.

7. The expenses of the President and President-Elect to attend national and regional
meetings shall be paid in portion by the Association. The amount of annual expense
allowances shall be determined each year in the Annual Budget review approved by the
Executive Committee.

=

The Immediate Past-President shall be a voting member of the Governing Council.

The Immediate Past-President shall be a member of the Budget and Finance Committee.

3. The Immediate Past-President shall serve as Chair of the Nominations and Elections
Committee

4. In the event that the Immediate Past-President cannot perform these duties for any reason,

the duties shall become the responsibility of the President and the President-Elect.

no

1. The Secretary shall be elected from among the individual members of the Association
and shall serve one year, beginning July 1 and ending June 30.

2. The Secretary shall determine a quorum for each meeting and shall keep accurate minutes
of all proceedings of the Association and the Governing Council.

3. The Secretary shall receive and record all motions made at the Governing Council
meetings in written form.

Revised 12-30-09 17



No gk ow

The Secretary shall submit an electronic draft of the Governing Council meeting minutes
to the President within two weeks of the said meeting. Upon approval from the President,
the minutes will be reviewed by the Governing Council.

The Executive Secretaries will inform the Association's secretary of specific
responsibilities as these may vary from year to year.

The official delegates to ACA shall be the President and President-Elect with the
Secretary and Treasurer as alternates, in that order.

The Treasurer shall be elected from among the individual members of the Association
and shall serve for two years.

The Treasurer shall supervise the receipt and disbursement of all funds with the approval
of the President in accordance with the policies and procedures of the Association and its
Bylaws.

The Treasurer shall hold an honesty bond.

The Treasurer shall serve as the Chair of the Budget and Finance Committee.

The Treasurer shall assist with the registration process at the Annual Conference.

The Treasurer shall supervise the financial process (see Financial Procedures section).
The official delegates to ACA shall be the President and President-Elect with the
Secretary and Treasurer as alternates, in that order.

The Treasurer shall maintain financial records of the Association and shall recommend to
the Governing Council a proposed budget for the annual operation of the Association.

The position of Executive Director(s) was created to facilitate and coordinate the Association’s
activities. The Executive Director(s) is the one constant element of the Association; thus, one
critical aspect of his or her role is to provide historical perspective and consistency within the
Association’s framework of volunteers. The Executive Director(s) is a facilitator to help
Association leaders carry on the work of the Association.

As delineated in the by-laws, the Executive Director(s) maintains archival records and serves as
a non-voting member of the Governing Council and appropriate committees. In this regard, the
Executive Director(s) serves the organization in an advisory capacity, particularly related to the
execution and revision of by-laws, policies, and procedures.

Other responsibilities include:

1.
2.

3.

Attending all meetings of the Governing Council and Annual Conference Committee.
Providing leadership in the selection of sites for the Annual Conference and other
Association events.

Assisting with pre-registration and on-site registration for the Annual Conference and
other Association events.

Collaborating with the Treasurer to manage the Association’s financial affairs and assure
fiscal responsibility.

Receiving all archival material (e.g., committee reports, officer reports, meeting minutes,
newsletters, etc.) and maintaining such materials.
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6. Contributing information to the CCA Newsletter and other Association publications and
distributions as appropriate.

7. Maintaining the CCA calendar and collaborating with newsletter and media chairs for
posting the calendar and disseminating information about scheduled events.

8. Performing other duties as assigned or requested by the President or Governing Council.

Evaluation and Re-Appointment of the Executive Director(s)

Prior to the January (or appropriate early winter meeting) the Executive Committee shall confer
(without the Executive Director(s)) to determine if re-appointment or replacement is appropriate.
The Executive Committee shall prepare a report and recommendation for re-appointment or
replacement. Such report shall be given to the Executive Director(s) prior to dissemination to the
Governing Council or Association members.

The report and recommendations shall be given to the Governing Council at the January (or
appropriate early winter meeting). Decisions regarding reappointment or replacement shall be
made by the Governing Council. The Executive Director(s) shall be excused during the delivery
of the report and recommendation, discussion, and resulting actions.

GOVERNING COUNCIL

The Governing Council shall consist of the Executive Committee, Representatives of the
Divisions and Chapters, Chairs of Standing Committees, the Graduate Student Liaison
Coordinator and the Historian.

STANDING COMMITTEES

Currently, the Association committees consist of one member, the Chair, in most cases. As the
Association increases in membership and responsibilities, additional committee members will be
solicited for support or the Association. The current standing committees are:

Ethics Committee

Human Rights Committee

Media Committee

Nominations and Elections Committee
Awards Committee

Bylaws Committee

Membership Committee

Conference Committee

Public Policy and Legislation Committee
Events Committee

The Ethics Committee of the Association is responsible for educating the membership as to the
Association's ethical standards and for keeping the membership informed of any changes in
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ethical standards and/or in the policy and procedures for handling complaints of ethical
violations. The Chair of the Committee is appointed by the incumbent President-Elect subject to
confirmation by the CCA Governing Council. The Chair shall be a member of the Governing
Council.

The Chair shall submit the annual planning document to the President of CCA. The Chair shall
review and determine the adequacy of current policies and procedures. The Chair shall attend the
Governing Council meeting and is a voting member. Additional duties shall include submitting
an annual budget, accepting tasks as assigned by the President, submitting articles to the CCA
Newsletter, and organizing and presenting content programs on ethics at the annual CCA
conference.

CCA adopts the ethical codes of the American Counseling Association and the Colorado Board
of Examiners in Counseling. CCA expects CCA members who are also members of ACA and/or
the Colorado Board of Examiners in counseling to remain in good standing with those
organizations. Membership sanctions due to ethics violation from either organization may result
in a discontinuation of membership in the Association. The purpose of the Ethics Committee is
to assist in preventing unethical behavior through educational efforts. The Committee is
responsible for: educating the membership as to the Association's ethical standards, monitoring
and periodically upgrading the documents and procedures pertinent to the ethical standards, and
receiving and processing questions.

The members of the Ethics Committee must be conscious that their position is extremely
important and sensitive and their decisions involve the rights of many individuals, the reputation
of the personnel and guidance community, and the careers of the members. The committee
members have an obligation to act in an unbiased manner, to work expeditiously, to safeguard
the confidentiality of the committee's activities, and to follow procedures that protect the rights
of all individuals involved.

In addition to the above guidelines, the Chair has the responsibility of investigating any
complaints regarding the Association, the Governing Council, or Association members. In such
cases, with input from the Governing Council, the Chair shall be responsible for: notifying the
complainant and the accused of receipt of the case, following up on the necessary arrangements
for case reviewers, presiding over the meetings of the committee, preparing and sending (by
certified mail) communications on the recommendations and decisions of the committee, and
arranging for legal advice with assistance and financial approval of the Governing Council if
needed.

#
The Committee shall coordinate human rights concerns of the Association, inform the
membership of emerging issues, develop programs to overcome behaviors and activities that
infringe upon individual rights, and develop position papers appropriate to human rights.

The Committee will report biannually to the Governing Council on emerging human rights

issues. It will also inform the CCA membership of human rights concerns and issues impacting
the counseling profession. The Committee will develop presentations for conferences and
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seminars on Human Rights issues pertaining to counseling. The Committee will write position
papers for the CCA when requested.

$
The Media Committee shall consist of the web site manager who will serve as Chair and the
Newsletter Editor. The committee shall establish publications policies.

The Media Committee shall publicize the activities of the Association through the newsletter,
Web site, and e-mail and shall keep scrapbooks, records, and other material of historical
significance to the Association.

Web site

The purpose of the Web site is to provide a media for posting the Association’s business
information, public policy, current activities, newsletters, job postings, useful links, and other
general information. In addition, the website serves as a tool for counselors to become a member,
make payment for newsletter ads, and to register for conferences, or workshops using a credit
card to pay online using a secure a secure account. The Web site manager is responsible for all
updates to the web site with the exception of membership information, which is the
responsibility of the Membership Chair.

The Web site is hosted by Webcentrics, Association Direct. The contact person for Webcentrics
is Peter Baieri, pbaierl@associationdirect.com. The annual cost for Web site hosting is $600.00
as of August 2009. The Web site annual cost is to be included as an annual budget line item and
is to be paid in January of each year.

A manual containing detailed instructions for updating each section of the Web site is on file
with the Media Chair and with the Executive Directors. Only authorized personnel such as the
website manager and assigned committee members will have access to the Web site.

Newsletter

The purpose of CCA Newsletter is to provide a vehicle for transmittal of Association business;
reports of chapter and division activities; news about accomplishments of CCA members;
information about activities of related professional boards; items of interest to the counseling
profession, and legislative updates. The newsletter entries for publication are generally short,
descriptive articles. The Newsletter Editors assumes responsibilities for the details of production,
art work, layout, and final proofreading and correction of content.

Members of CCA may publish announcements of meetings and other information regarding
professional development opportunities free of charge for a limit of two publications per year.
Members will be charged a $10.00 fee for announcements that are designed for personal
financial gain (e.g., an announcement of a workshop that the member is conducting at a cost to
participants). Nonmembers of CCA will be charged a fee for publishing announcements. The fee
will be $15.00 for a quarter of a page, $25.00 for a half of a page, and $35.00 for a full page
advertisement. Changes in publication fees must be approved by the Executive Committee.

Advertisements can include announcements of position openings, meetings (including
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workshops and conferences), items for sale, and similar content. Colorado Counseling
Association (CCA) reserves the right to refuse to publish announcements that are not consistent
with the American Counseling Association Code of Ethics or CCA’s Mission. Publication of an
announcement does not indicate endorsement of its content or of the individual or organization
submitting the announcement.

The newsletter will be published quarterly on the following dates: March 31, June 30, September
30, and December 30. Advertisements need to be submitted no later than 15 days before
publication date. Advertisements need to be submitted in Word or Publisher format. Payment
can be made online at the website using Pay Pal link located in the Newsletter section. Payment
in the form of a money order or cashier’s check must be received before the date of publication
or the advertisement will be pulled. Payment is to be made to CCA and mailed to:

CCA
1508 Lakeside Drive
Greeley, CO 80631

Additionally, members of CCA are encouraged to submit articles for publication in the CCA
Newsletter. Articles can be on any topic as it relates to counseling, supervision, or news from
divisions, etc.

%

The Nominations and Elections Committee shall conduct the nominations and elections of the
Association, and review and recommend procedures for carrying out the annual election in
accordance with the nominations and elections policies as adopted by the Governing Council.
The immediate Past-President of the Association shall serve as Chair. The term of office for
members of the Nominations and Elections Committee is one (1) year. The Nominations and
Elections Committee should consist of a least three members. If possible, one member should be
a Colorado Counseling Association (CCA) member who is not on the Governing Council.
Members may not serve consecutive terms, or be a candidate for elective office of the Colorado
Counseling Association while a member of the Nominations and Elections Committee.

The officers for nominations of this Association shall be: (1) President, (2) President-Elect, (3)
President-Elect-elect, (4) and Secretary. (The treasurer is an appointed officer of CCA.) All
elective officers shall be members in good standing of the American Counseling Association at
the time of their nomination, election and during their terms of office.

All officers shall be elected from among the individual members of the CCA.
All elective officers shall serve for one year, beginning July 1 and ending April 30.

Nominations for CCA offices may be made by the Governing Council, Chapters, Divisions, or
members. Nominations shall be in writing. Consent of nominees, in all cases, shall be required.

Candidates shall have been a member of CCA and the American Counseling Association for a

minimum of two years. Candidates for President-Elect-Elect shall have served on the Governing
Council for a minimum of one year.
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The Nominations and Elections Committee shall meet prior to November 1 and solicit
nominations from the membership. The Chair of this committee will ensure that a nomination
notice and a nomination form are on the CCA website. Additionally, forms will be made
available to Governing Council members to be distributed to potential candidates. (See attached
nomination form) Nominations will be closed November 30 and the Nominations and Elections
Committee will review the nominations to see if the candidates meet the requirements for office.
Ballots will be sent to all members during the first week in January and the election process will
be closed January 31. If only two candidates are nominated for an office, the nominee who
receives a majority of the votes cast is elected. If more than two candidates are nominated for an
office, the procedure ACA uses will be used to determine who is elected.

The election shall be conducted by secret ballet to be mailed to voting members during the first
week in January of each year in envelopes clearly designated as "CCA Ballot.” The ballots shall
be mailed from and returned to the Executive Director’s office. The Executive Director will seal
the ballots and deliver them to the Nominations and Elections Committee for counting. The
ballot shall state that only ballots postmarked by January 31 will be counted.

The results of the election shall be certified to the President and other Governing Council
members no later than February 15. The Chair shall retain ballots of the election results prior to
public release. Election results will be announced in the CCA Newsletter and on the CCA web
site.

Guidelines for Campaign Procedures

In order to enhance the professional image and welfare of the Association, the nominees for
offices in CCA shall be expected to conduct their campaigns in the highest ethical and
professional manner. The Nominations and Elections Committee will request information from
each nominee which will appear in the CCA newsletter. If the newsletter is not published early
enough in the election process, the information will be published elsewhere on the web site.
Nominees will be asked to list their educational qualifications, their work experience, their
experience in counseling association work, and the reasons they would like to serve. Nominees
will also be asked to state their position on significant professional issues.

During the election process the Governing Board, Chapters/Divisions shall not endorse any
candidate. Individual members (candidates or supporters of candidates) shall not use CCA
media to campaign and may not spend any money from their own funds or from funds received
from another source in support of a candidate. This prohibits the distribution of campaign
literature.

Any Nominee who violates the campaign procedures will be disqualified.
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The Awards Committee shall facilitate the services of the Association to its membership by
reviewing for possible continuation of previous awards, soliciting, and considering new awards,
preparing and revising guidelines for each award, and submitting information to the Governing
Council for action. The Colorado Counseling Association Awards Nomination Form is included
in Appendix B. Descriptions of each award are included in Appendix C. Suggestions for awards
may include, but are not limited to:

Outstanding Member Award

Research Award

Individual Publication Award

Chapter/Division Publication Award

Chapter/Division Service Award

Chapter/Division Program Award

Distinguished Professional Service Award

Outstanding Practitioner Award

Fannie R. Cooley Award for Distinguished Professional Development

Jean H. Cecil Distinguished Counselor Educator Award

Wilbur A. Tincher Award for Humanitarian and Caring Person Award

&
The Bylaws Committee shall keep the membership supplied with accurate copies of the bylaws
and shall propose amendments to them when deemed appropriate.

In addition, the Bylaws Committee shall perform an annual review of CCA Bylaws and Policies
and Procedures manual for potential updates and amendments. The committee will prepare a
report of their findings to present at the Annual Strategic Planning Retreat.

$
The Membership Committee shall promote interest in membership in the Association among all
eligible persons in the State, and shall be responsible for the coordination of membership
activities of the Association. The Chair shall be a member of the Governing Council appointed
by the President with the approval of the Governing Council. Duties of the Committee shall
include:
e Assisting the Executive Director with membership activities as requested.
e Reporting membership data on a quarterly basis to the Governing Council.
e Assisting with registration at each annual conference to promote membership
recruitment.
e Assisting the Governing Council with revisions of the membership application and
brochure.
e Maintaining the website with membership information (see directions in Appendix D —
Website operations procedures)
e Continuing the expansion of membership through contacts with agencies within the state
and identifying prospects and lost members.
e Completing other duties as assigned by the President and /or Governing Council.
e Email or mail welcome/renewal letters to members
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e Send reminder emails when membership is coming due (at 2 months, 1 month, and 2
weeks)

e Track trends in membership numbers for the Governing Council

e Update CCA website with new members in the directory

e Setup logon in CCA website and provide new members with a logon

e Contact members if needed to get updated information (email, mailing address)

e Participate in CCA activities across the state to increase membership in both rural and
urban areas

e Facilitate the Annual Membership Drive in the Spring

e Supply membership applications and promotional items to Governing Council for
distribution.

(

The dates, time, place, honorarium for speakers, and the budget of the CCA Annual Conference
are determined by the CCA Governing Council. The Conference Chair is responsible for staying
in budget and making sure that all committee members stay in budget. The Chair, in conjunction
with the Treasurer, shall approve all expenditures in connection with the Annual Conference. In
addition, the Conference Chair will have the following duties:

e with the guidance and approval of the Executive Committee, appoint committee
members, coordinate and direct their work in developing the program

e coordinate all conference arrangements, including preparing the conference budget in
consultation with officers, Executive Director(s), and Governing Council

e make sure that each committee person understands the duties of their position

e secure conference location and get overall orientation from sales manager of hotel and act
as primary contact person for hotel/civic center — in the event that a liaison is utilized for
location research, the Chair will act as primary contact person between all parties

involved

e develop a brochure regarding the conference and submit to the Media Committee to
disseminate

e identify other professional organizations whose membership would be interested in the
conference

e contact divisions to participate in the conference with meetings/socials/receptions

e initiate contact and invite keynote speakers

e respond to the needs of the speaker during the conference i.e., travel to and from airport,
hotel rooms, meals, informal meetings, etc.

¢ solicit for session presenters and notify them of the conference theme and send
applications for session proposals

e obtain brief descriptions of conference sessions as well as brief biographical data about
speakers and make appropriate materials available to be distributed to potential attendees

e solicit vendors

o keep the Executive Committee informed of physical and other requirements of the
conference as well as the essential details in order that the functions may be carried out
efficiently

e prepare periodic reports on the conference and program content for the Media Committee
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prepare final draft of the program, assigning times for sessions

reserve rooms as needed for sessions

seek CEU credit through appropriate channels

identify an individual to introduce the speaker at the conference

identify individuals to assist with registration

determine that there are sufficient chairs for each meeting room; if there is an overflow

from numbers of chairs placed, contact official of hotel to provide overflow chairs

e handle platform arrangements for general sessions, including chairs, microphones, and
place cards when needed

e provide floral or other decorations for speakers’ platform for general sessions.

e make room arrangements for all meetings, content sessions, luncheons, and breakfasts

e arrange for photographs to be taken throughout the conference

A more detailed description of responsibilities, potential activities, and other information
regarding the organization of the annual conference is included in Appendix E.

)

The Public Policy Committee is responsible for the oversight of all legislative and administrative
law related to the practice of professional counseling at the state and federal levels. The
committee will monitor legislative actions and administrative laws. Communicate with the
membership to inform, and seek input and consensus concerning such matters. Advocate for the
needs of the membership in legislative and legal environments. And promote initiatives that are
in the best interest of the membership and the public.

The Chair shall be a member of the Governing Council appointed by the President with the
approval of the Governing Council. The CCA elected officers, Executive Director(s), and
Chapter/Division coordinator shall serve as advisors to this committee.

The Events Committee shall plan all official workshop and networking programs, with the
exception of the CCA Annual Conference, of the Association. The Events Committee shall be
responsible for the selection, formulation, and implementation of aH the aforementioned
Association events in conjunction with the Governing Council. It is the responsibility of the
Chair to direct the efforts of soliciting and selecting the content sessions and scheduling them for
presentation. The Events Committee shall also be responsible for the publication of all events.
The Events Committee will work in conjunction with the Events Chairs of the CLPCA and the
CCDA in planning all events to ensure a coordinated and cohesive CCA presence across the
State of Colorado.
The responsibilities of the Committee shall include:

e solicit and contact various interested workshop presenters

e negotiate presenter fees

e solicit and secure workshop locations/facilities

e identify and secure workshop dates throughout the year

e organize CCA events in various parts of the State as needed
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adhere to any applicable events rules set forth by the ACA as well as the CCA
manage all day-of-event requirements

design registration forms

design advertising and promote events

secure fees collected and submit fees to the Treasurer

coordinate presenter travel arrangements when needed

update and maintain the Events page of the CCA official website

The Chair shall be a graduate student or faculty member in Counselor Education and a member
of the Association. The Chair reports to the President of the Association and conducts meetings
of the Student Liaison Committee.

The Chair shall encourage graduate student membership in the Association and shall represent
graduate students at meetings of the Governing Council.

)

The student liaison shall advertise and promote the Association to the student body of
counseling programs at their school.

The student liaison shall distribute CCA flyers, membership applications, and any other
Association publications to the appropriate student body.

The student liaison will act as focal communications point between the Association and
the appropriate student body for any announcements, advertisements, or other business
communications.

The student liaison shall assist the Conference Committee at the annual conference in
exchange for free admission to the conference.

A script for presentations as well as recommended materials for class and other
presentations is included in Appendix D.

The Historian shall be elected from among the individual members of the Association
and shall serve for one year, beginning July 1 and ending June 30.

The Historian shall collect all materials which are to be submitted to the Executive
Director for the archives.

Each Governing Council member shall provide copies of designated materials to the
Historian. By June 15, each officer or Chair shall pass to the Historian the remainder of
any historically significant material.

The Historian shall prepare a scrapbook, which shall include Fall Workshop program and
news letters from each division and chapter.

The Historian will be responsible for collecting material each year to be submitted to the
Archives. It is the responsibility of each Governing Council member to provide copies of
designated materials to the Historian. Submission of archive materials will occur at the annual
Strategic Planning retreat.

Recommended items to be collected are:
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e Official minutes of every Governing Council meeting

e Written reports from each committee task force, Chapter and Division will be included

e Official minutes of every business session of CCA prepared, signed, and submitted by the
Secretary

e All official publications

e Allissues of the CCA Newsletter

e Other publications sanctioned by the Governing Council and/or distributed to the
membership by a committee or task force

e Membership rosters

e By-Laws, Policies and Procedure manual including amendments

e Historically significant material

The Executive Director will be responsible for the storage of the Archives. Materials will be
reviewed by President, and President-Elect to determine if they should be kept for the Archives.
Those to be kept will be preserved in a binder/scrapbook or storage boxes as appropriate. All
materials generated will be dated.

A copy of the approved guidelines for the Archives will be made available to each member of
the Governing Council and Divisions to assist with determining pertinent archival materials.

Chapters and Divisions
The primary operational units of CCA are the Chapters and Divisions. They are the primary units
through which contact and reminders are provided to the membership.

CHAPTERS
As of August, 2009 there are no active chapters in the Association. Chapters will be considered
in the future as deemed appropriate.

DIVISIONS

CCDA - Colorado Career Development Association
CLPCA - Colorado Licensed Professional Counselors Association

The CCA Governing Council shall support the needs of state divisions per request; otherwise
divisions maintain autonomous control over normal business operations. CCA may collect
membership dues for either CCDA or CLPCA as is reflected on the CCA membership
application and on the Web site. All funds collected for division membership shall be retained
for the appropriate division. Divisions may request transfer of any or all membership funds from
the Association Treasurer at any time. Request for addition funding support shall be presented to
the Governing Council and approved by majority vote. General responsibilities of each division
shall be to:

e Participate in State Leadership Workshops.

e Have business and special interest meetings.

e Publish a newsletter for membership and/or submit articles for publication in the CCA

newsletter
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Join with other related organizations to sponsor speakers for symposiums, workshops,
planning sessions, etc.

Keep state leaders informed of needs and desires of members and see that the Association
is responsive to needs of membership.

Each Division is given the right to be a member of the Governing Council with voting privileges,
for the President or his/her designate. Each Division president or his/her representative should
attend all Governing Council meetings. Responsibilities for Division Presidents may include:

To preside at business meetings.

To serve as spokesperson for the Division.

To attend CCA Governing Council meetings.

To make committee appointments.

To serve as the liaison between CCA Governing Council and Division and/or officers and
committee Chairs.

To submit appropriate reports as requested such as bylaws, annual budgets, policy and
procedure manuals, and annual strategic plans to the CCA Executive Director(s).

To provide opportunities for developing leaders.

To plan, with other officers, the programs and activities of the Chapter/Division.

To submit news to the CCA Newsletter and the Division’s newsletter.

Recommended tools for Division leadership include:

CCA Resources (website, newsletter, membership mailing lists, etc)
Annual Budget and Treasurer’s report
Strategic Plan

Bylaws

Calendar of Events/Deadlines
Committee Opportunities/Requests
Roberts” Rules of Order

Reports from previous year(s)

Annual Report

Financial Report

Membership Report

Programs Reports

Plan of Action

Minutes of Business Meetings

ANNUAL STRATEGIC PLANNING RETREAT

Each year the Association will conduct the Annual Strategic Planning Retreat. The retreat will be
scheduled for the July/August time frame. The President shall serve as the Chair for the retreat
and is responsible for conducting all activities. All Governing Council members are encouraged
to attend. The retreat will take place over a Saturday and Sunday and the location is to be
determined and agreed upon by the Executive Committee. Topics to be covered at the retreat
may include, but are not limited to:
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e Conduct a normal quarterly business meeting

e Review of the Association’s purpose, mission statement, benefits, values, and strategic
goals for modifications and updates

e Review data from the annual survey

e Determine goals and objectives for actives to be conducted in the upcoming year, using
input for the survey

e Review the Annual Budget

e General discussions for ideas, suggestions, and feedback

FINANCIAL PROCEDURES

The CCA Annual Budget disperses funds to the following major areas:
Annual conference

General operating expenses

Web site fees

Partial reimbursement for travel expenses

Mailing and publicity

Awards

Public Policy

Annual Strategic Planning Retreat

All financial procedures and activities for the Association are the direct responsibility of the
Association Treasurer and Executive Director(s). The responsibilities include, but are not limited
to:

e Development and maintenance of the Annual Budget

e Maintenance of assets and expenditures

e Presentation of financial reports at quarterly meetings

The CCA is a 501 (c)(3) non-profit corporation as defined by the IRS. This means that the
Association is exempt from paying income tax at both the state and federal level. This
classification does not exempt the Association from paying sales taxes in Colorado.

The following represents steps and procedures important to the financial operation of the
Association:

e The annual budget for the Association is prepared prior to the fourth quarter business
meeting.

e This budget is formulated with information from the Governing Council members and the
expertise and experience of the members, of the Treasurer, and the Executive Director(s).
This budget is in turn presented to the Governing Council at the fourth quarter business
meeting for approval.

e The person(s) responsible for each work area will submit a written budget proposal to the
Executive Director(s) within one month after the Annual Strategic Planning Retreat. Each
work area will be funded as income allows and each person responsible for a portion of
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the budget will be expected to manage their area within that budgeted amount unless the
Governing Council approves additional funds.

The person(s) responsible for administering a portion of the budget will provide a written
financial report at each Governing Council meeting.

Once the budget has been approved, it is then entered into the data system maintained by
the Treasurer and all ledger/entries of the financial transactions are to be recorded.

The CCA Annual Budget total expenditure allowance will be based on the average of
actual income from previous years.

Guidelines for Financial Activities

All financial procedures and activities for the Association are the direct responsibility of the
Association Treasurer and Executive Director(s). The responsibilities include, but are not limited

to:

Developing an Annual Budget in collaboration with the Executive Council for approval
by the Governing Counsel

Monitoring income, expenditures, and the budget

Investing excess funds in approved FDIC institutions according to the direction of the
Governing Council

Preparing annual IRS reports

Maintaining the financial records and reports according to accepted accounting practices

The Treasurer’s specific responsibilities include, but are not limited to:

Maintaining financial records according to accepted accounting practices

Maintaining monthly off-site backups of electronic records

Storing checks, bank statements, check authorization forms, receipts, certificates of
deposit, and all other important financial records in a locked filing cabinet in a secure
location

Presenting financial reports at quarterly Governing Council meetings including profit and
loss and balance sheet statements and providing other financial statements as requested
by the Governing Council or Executive Committee

Providing the Executive Director(s) and the President with monthly financial reports
Presenting bills for approval and paying bills in a timely manner

Securing all checks or money orders received and depositing checks in a timely manner
Informing the CCDA of individuals paying dues through CCA and forwarding those dues
on a monthly basis

Maintaining income and expense and asset records for the CLPCA and writing checks on
behalf of CLPCA as directed by the CLPCA President with written approval of the
Executive Director or CCA President Providing financial information for IRS reports
Submitting all financial records for annual audit

Assist the new Treasurer to make a smooth transition of financial operations when one is
appointed

Revised 12-30-09 31



The CCA is a 501 (c) (3) non-profit corporation as defined by the IRS. This means that the
Association is exempt from paying income tax at both the state and federal level. This
classification does not exempt the Association from paying sales taxes in Colorado.

The following represents steps and procedures important to the financial operation of the
Association:

e A proposed annual budget for the Association should be prepared by the Executive
Committee prior to the fourth quarter Governing Council meeting.

e The person(s) responsible for each work area will submit a written budget proposal to the
Executive Committee prior to the to the Executive committee’s preparation of a budget
proposal.

e Each work area will be funded as income allows and each person responsible for a
portion of the budget will be expected to manage their area within that budgeted amount
unless the Governing Council approves additional funds.

e The person(s) responsible for administering a portion of the budget will provide
explanations of income and expenditures at Governing Council meetings as requested by
the President.

e Once the budget has been approved, it is then entered into the data system maintained by
the Treasurer.

e The CCA Annual Budget shall be informed by the average of actual income from
previous years.

Guidelines for Financial Activities

e Expenditures of the Association must be approved by the Treasurer and the Executive
Director or the President or Governing Council as appropriate.

e All checks require written approval by the Executive Director(s) and/or the President via
a check request or check reimbursement request form for expenses authorized in the
budget.

e Only authorized individuals, i.e., members of the Governing Council and/or the Annual
Conference Committee should purchase items for the Association.

e The Association may issue either purchase orders for members who are authorized to
make purchases.

e Authorized purchases may be made using personal funds of the individual making the
purchase and will be reimbursed by the Treasurer when authorized.

e Only expenditures authorized within the budget should be incurred and can be authorized
by the President or the Executive Director(s). Expenditures not authorized by the budget
should be brought to the Governing Council for approval.

e The treasurer may transfer funds between financial accounts, e.g. PayPal account,
certificates of deposit, and checking accounts, as needed or directed by the Governing
Council, the President, or the Executive Director. Any questions about how to proceed
with financial transactions should be directed to the President, Treasurer, or Executive
Director(s).

e The President, Treasurer, and Executive Director are responsible for overseeing the
financial transactions of the Association.
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e Any special event tied in with the Annual Conference must be self-supporting financially.
CCA cannot subsidize chapter/division events.

e The Treasurer and the Annual Conference Chairperson shall present a complete financial
report of Annual Conference income and expenditures to the Governing Council.

e Chapters/Divisions desiring funding shall submit requests to be reviewed and approved
by the Executive Committee. Funding may cover expenditures such as special mailings,
printings, and events. Such events must first be considered for payment by the Division.
The Association will not be responsible for expenses incurred without previous approval.

e Once every three years the Treasurer or Executive Director(s) will review the Association
dues structure using the Producer Price Index (PPI), as supplied by the American
Counseling Association and make recommendations to the Governing Council.

e Excess funds in asset accounts should be invested in certificates of deposits in FDIC
insured institutions. Sufficient funds should be retained in the checking account to more
than cover anticipated expenditures.

e The Governing Council shall authorize any changes in bank accounts. No more than one
checking account shall be authorized.

*

In general, the Association does not pay individual expenses for individuals unless those
expenses are specifically approved in the budget (e.g., President's expenses for a trip to the
national convention). Usually meals and travel expenses for travel will not otherwise be paid.
Officers traveling specifically in their role with the Association may be paid expenses so long as
this is an expense solely by the individual officer. Such expense must not exceed the line item
allotted for that officer’s expense for that year. Expenses for elected officers will not be paid if
other members are expected to pay their own way (example to Governing Council meetings or
chapter/division meetings unless going in official role as officer).

When questions regarding appropriateness of expenses occur, the Governing Council will be the
defining authority Operational expenses for members of the Governing Council and Annual
Conference Committee may in general be paid by individuals and reimbursed after authorization
by signed check reimbursement form. These include postage, telephone calls, printing, etc.

+

Members of the Governing Council have an ongoing responsibility to continue to strive to find
ways to maintain the Association as a dynamic professional organization. A primary
responsibility of the organization is to meet the challenge of our ongoing obligation to develop
competent leaders to advance the goals of the association.

It is our strong belief that the leadership should reflect in all ways the composition of the total
membership of the Association. Potential leaders for the state association must be selected and
be trained in the chapter/division leadership positions to state association leadership positions.

Among the responsibilities of Chapter and Divisions officers, a high priority should be to
identify persons interested in being leaders and accomplish the following with these potential
leaders;

e |dentify the potential leaders.
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e Encourage these persons to seek offices at the Chapter/Division level.

e Provide training for potential leaders, including day-to-day training on the business of the
Association; historical perspective of the Association; organization, mission, and purpose
of the Association and Chapters/Divisions, and specific leadership training

- ($ (
Access to membership information is available to members only. The membership information is
limited to the member’s name, e-mail address, zip code, city, state, phone number, and the CCA
divisions that member has joined. Members have the option of removing their personal
information from the membership listing at any time.

Distribution of any publications or information is strictly limited and is to be performed by the
Media and Membership Committees. Membership lists or any identifying information will not be
made available to any individual outside of the Governing Council.

IRS/Taxes
The Association is defined as 501(c) (3) organizations by IRS. This classification is to be used
by organizations that are operated exclusively for religious, charitable, scientific, literary or
educational purpose. As a 501 (c)(3) organization we are required to:
e Dbe organized and operated for a tax exempt purpose
e ensure that no part of the net earning of the organization can be used to the benefit of a
private stock holder or individual and
e ensure that no substantial part of the organization's activities are intended to influence
legislation and the organization does not participate or intervene in any political
campaign on behalf of or in opposition to any candidate for public office; the
organization operates as a common law charity.

The Association may maintain a non-profit mailing permit. The permit is to be coordinated by
the Executive Director(s) as needed. The postal regulations specifically deny subordinate groups
of an association the use of a permit granted to the parent organization. Therefore, in order for a
Chapter or Division to utilize the mailing permit, the publication must be presented as coming
from the Association.

)

The Counselor Locator Service program is a listing on the CCA Web site that offers the
opportunity for clients to identify counselors by geographic area and practice when they are in
need. This service an opportunity to promote professional counseling services to clients. Only
active members of the Association shall be approved for listing.
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GUIDELINES FOR PARLIAMENTARY PROCEDURES

The Association utilizes Parliamentary law as its fundamental guideline for conducting business
meetings. Following are the fundamental procedures and a glossary of terms to be used:

The Purpose of Parliamentary Law:
e To enable an assembly to transact business with speed and efficiency.
e To protect the rights of each individual.
e To preserve a spirit of harmony within the group.

To achieve these purposes, always consider the five basic principles of parliamentary procedure:
1) Only one subject may claim the attention of the assembly at one time.
2) Each proposition presented for consideration is entitled to full and free debate.
3) Every member has rights equal to every other member.
4) The will of the majority must be carried out, and the right to the minority must be
preserved.
5) The personality and desires of each member should be merged into the larger unit of the
organization.

The Agenda or Order of Business
It is customary for every group to adopt a standard or order of business for meetings. When no
rules have been adopted, the following is the order:

Call to Order: "Will the meeting please come to order?"

Reading and approval of the minutes: "Are there any correction to the minutes?"
"There being no corrections, the minutes will stand approved as read."

OR:

"Are there any further corrections to the minutes?"

"There being no further corrections, the minutes will stand approved and corrected."

Reports of officers and standing committees: Officers, boards, or standing committees should be
called upon in which they are mentioned in the constitution or bylaws of the organization.

Reports of special committees: Unfinished business: "We come now to unfinished business. Is
there any unfinished business to come before the meeting?"

New Business: "Is there any new business to come before the meeting?"

Adjournment: Unqualified forms: Proposer moves for adjournment; motion is seconded;
chairman calls for a vote; action depends upon majority vote. This motion can not be discussed.
Qualified forms: Proposer moves for an adjournment within a definite time or adjournment to
meet again at a specified time; motion is seconded; chairman calls for a discussion; a vote is
taken; action depends upon majority vote.

Revised 12-30-09 35



Motions: A motion is a formal proposal to a meeting that it take certain action. Following is the
normal progression of a motion:

A member rises and addresses the presiding officer. The presiding officer should be addressed by
title as "Mr. or Ms. President.” If the specific title is not known, it is correct to use the term "Mr.
or Madam Chairman.”

The member is recognized by the presiding officer. The chairman recognizes a member by his
name, "Mr. or Ms. Member" or by a nod to him or her. Having received formal recognition from
the chairman, a member is said to "Have the floor" and is the only member entitled to present or
discuss a motion.

The member proposes a motion. A motion is always introduced in the form, "I move that"
followed by the statement of the proposal. This is the only correct phraseology. Aside from the
brief explanatory remarks, it is not permissible to discuss the merits of the motion either prior to,
or immediately following, the formal proposal of the motion. The discussion must wait until after
the chairman has stated the motion to the assembly and has called for discussion.

Another member seconds the motion. Another member without rising or addressing the chairman
may say, "l second the motion.” Seconding a motion is merely an indication that the member
seconding it wishes the matter to come before the assembly for consideration. If no one seconds
the motion, the chair may ask, "Is there a second to the motion?" If there is none, he or she may
declare, "The motion is lost for want of a second."

The presiding officer states the motion to the assembly. When a motion has been properly
proposed and seconded, the chair repeats the motion to the assembly, or "States the motion."
After it has been formally stated to the assembly, it may be spoken of as a "question,” a
"proposition,” or a "measure."

The assembly discusses or debates the motion. After the motion has been formally stated by the
chair, any member has the right to discuss it. He or she must obtain the floor in the same manner
as when presenting a motion. Normally the first person who has recognition is entitled to speak,
but when several members wish to speak or present motions at the same time, certain guiding
principles should determine the decision of the chair:

e The chair should always show preference to the proposer of the motion.

e A member who has not spoken has prior claim over one who has already discussed the
question, or who has proposed another motion.

e If the chair knows the opinions of the various members regarding the measure before the
house, he or she should alternate between those favoring the measure and those opposing
it.

Discussion must be confined to the question that is "Before the House."

The presiding officer takes the vote on the motion. When all members who desire to discuss the
question have done so, the chairman may "Put the motion to a vote." He or she may, before
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taking the vote, inquire, "Is there any further discussion?" Or "Are you ready for the question?"
If no one rises, the chair presumes discussion is closed. He or she will proceed to take the vote
by announcing "All in favor of the motion (State the Motion) say ‘Aye’." Following response

from the assembly, the chair then says "Those opposed say ‘No’.

If the chair can not determine from the volume of voices which way the majority has voted, he or
she says: "The chair is in doubt.” Those in favor of the motion please rise." After counting, he or
she says: "Be seated. Those opposed, rise. Be seated.” Another alternative is to simply call for a
show of hands. Certain motions may be voted on by ballot.

The preceding officer announces the results of the vote. The chairman formally announces the
result of the vote, saying: "The motion is carried; therefore (State the intent of the motion)." If a
majority voted is in the negative, "The motion is lost" as so the vote has been announced by the
chair, another motion is in order.

GLOSSARY OF STANDARD TERMS OF PARLIAMENTARY PROCEDURE

Amend: To change a motion either by adding to it, taking from it, or by altering it in some other
way. (See amendments)

Blanks, filling: "Filling blanks" is a term used to indicate a method of decision regarding a
matter where several different courses of action are possible. The term "Blank™ is used because
usually this method is applied in a motion where an exact amount, a name, a date, or some other
essential specific information is the blank.

Business, Order of: The regular program of procedure of a society.

Chair: The chair. "Addressing the chair" means speaking to the chair or president. This is done
by rising to one’s feet when no one else is speaking (with some exceptions) and saying, "Mr. or
Ms. Chair." Being "recognized by the chair" means being given permission to speak further. (See
progress of motions)

Power of Chair: The chair has the following authority:
e  decide in what order speakers shall be recognized.
o may refuse to recognize members offering dilatory, absurd, or frivolous motions
or motions intended, in his judgment, to obstruct business.
may restrain speakers within the limits of the rules.
may enforce good decorum.
may appoint committees.
may decide points of order.
o may vote in cases where his vote may change the result; e.g., to make or break a
tie.
e  should avoid influencing a vote by his own comment on a motion under
consideration.
Actions of the chair are, of course, subject to appeal. (See Incidental Motion, "To appeal
from decision of the Chair.")

Revised 12-30-09 37



Commit: To refer to a committee.

Committee of the Whole: Sometimes certain matters come up that can be properly studied and
digested only as a committee would go into them, but which, because of their importance, should
be considered by all members, and therefore should not be referred to a small committee. Then
the meeting, on motion duly made, may "resolve itself into a committee of the whole." This
means that the meeting officially is discontinued while everyone remains and becomes of a
larger special committee including everyone present. The chairman of the regular meeting does
not preside over a committee of the whole; a special chairman is appointed.

Consideration, informal: When a member moves "informal consideration,” and the motion is
adopted, the meeting lays aside formal rules, allowing each person present to speak once on the
subject under consideration.

Debate: Discussion or argument over a motion.

Division: "Division™ In Parliamentary law means simply a vote whereby all who are in favor and
all who are opposed to a motion stand separately in groups as the chairman call for "ayes™ and
"nayS'"

Floor: The privilege of speaking before the assembly. Thus, when one "obtains the floor," he or
she is granted an opportunity to speak.

Inquiry, Parliamentary: An investigation or checking to determine the proper course of
procedure.

Motion(s): A formal proposal to a meeting that it take certain action. A motion is a "motion”
when stated by its proponent and until repeated by the chair when presented by him for
acceptance or rejection, at which time it becomes a "question,” a "proposition,” or a "measure.”
(See Progress of Motions)

Motion, Incidental: An incidental motion is one growing out of another already under
consideration, which secondary motion must be disposed of before the original motion may be
proceeded with. (See Motions)

Motion, Main: A main motion is one which independently presents an idea for consideration.
(See Motions)

Motion, Privileged: A privileged motion is one which is so vital in character that it takes
precedence over all others. (See Motions)

Motion, Subsidiary: A subsidiary motion is one growing out of and applied to another already
under consideration which is made use of "to enable the assembly to dispose of it in the most
appropriate manner," but which need not necessarily be decided before the question out of which
it has arisen. (See Motions)
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Order: When this term is applied to an act of an assembly it means an expression of a will of the
assembly in the form of a command. An "order" differs from a "resolution” in that the latter is
not a command, but a declaration of fact or an expression of opinion or purpose.

Order, General: "Making a general order™ is setting a future time for the discussion of a special
matter. Making a general order differs form making a special order in that the former does not
involve the breaking of any rules.

Order of the Day: Regular order or program of business. A motion "“calling for the orders of the
day" is a motion demanding that the present discussion be dropped and that the chair announce
the next matter to be taken up in accordance with the organization’s customary and established
business routine. The term "orders of the day" has more specific meaning when a certain time
has been set aside for the consideration of a given matter. Then a demand for the "orders of the
day“is a request that this specific thing be taken up at the time set for it.

Order, Special: "Making a special order™ is setting aside all rules for the consideration of some
important question at a future time.

Postponement, Indefinite: This term is clear in the ordinary meaning of the words included in it
except that the object of indefinite postponement is not merely to postpone, but, in effect, to
reject.

Privilege: The term "privilege™ in parliamentary law has a restricted meaning and refers
specifically to the privileges or rights of the meeting or those attending chiefly in connection
with matters of physical comfort; such as inability to hear a speaker, the heating, lighting and
ventilation of the meeting room, noises and other disturbances, etc., and the ineligibility or
misconduct of a member in a meeting at the time. These "questions of privilege"” should not be
confused with "privileged motions.” Questions of privilege may be involved in motions, but
privileged motions include other matters.

Question: The question in Parliamentary law is the proposition or motion after it has been placed
before the meeting for action by the chairman. To "move the previous question™ is to demand
that the chair take a vote on a motion which is being discussed. A question, "when adopted
becomes an "order," "resolution," or "vote."

Question, Division of: To separate a motion so that different parts of it may be considered
individually.

Refer: To refer to a committee.

Resolution: The act of an assembly, the purpose of which is to declare facts or express opinions
or purposes, and not command. (See section in Order.)

Rules, Suspension of: "When the assembly wishes to do something that cannot be done without
violating its own rules, and yet is not in conflict with its constitution or by-laws, or with the
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fundamental principals of parliamentary law, it “suspends the rules that interfere with’ the
proposed action.”

Second: A motion, in order to be considered by the meeting, must have a "second,” i.e., a
sponsor in the form of a second member who indicates that he or she will support the motion by
saying "l second the motion." (See section on Motions)

Sine Die: Latin meaning "without day." Meetings frequently adjourn "Sine die.” This means that
no date is set for a future meeting.

Table: The "Table" in parliamentary law is literally the speaker’s table, but to "lay on the table"
or "to table" a motion means to delay action on it.
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OVERVIEW AMERICAN COUNSELING ASSOCIATION

The American Counseling Association is a not-for-profit, professional and educational
organization that is dedicated to the growth and enhancement of the counseling profession.
Founded in 1952, ACA is the world's largest association exclusively representing professional
counselors in various practice settings.

By providing leadership training, publications, continuing education opportunities, and advocacy
services to nearly 45,000 members, ACA helps counseling professionals develop their skills and
expand their knowledge base.

ACA has been instrumental in setting professional and ethical standards for the counseling
profession. The association has made considerable strides in accreditation, licensure, and
national certification. It also represents the interests of the profession before congress and federal
agencies, and strives to promote recognition of professional counselors to the public and the
media.

History: Four independent associations convened a joint convention in Los Angeles, CA in 1952:
The National VVocational Guidance Association (NVGA), the National Association of Guidance
and Counselor Trainers (NAGCT), the Student Personnel Association for Teacher Education
(SPATE), and the American College Personnel Association, in hopes of providing a larger
professional voice. They established the American Personnel and Guidance Association
(APGA), later changing names in 1983 to the American Association of Counseling and
Development. On July 1, 1992, the association changed its name to the American Counseling
Association (ACA) to reflect the common bond among association members and to reinforce
their unity of purpose.

Headquartered in Alexandria, VA, just outside Washington, DC, the American Counseling
Association promotes public confidence and trust in the counseling profession so that
professionals can further assist their clients and students in dealing with the challenges life
presents. The American Counseling Association services professional counselors in the U.S. and
in 50 other countries including Europe, Latin America, the Philippines and the Virgin Islands. In
addition, the American Counseling Association is associated with a comprehensive network of
19 divisions and 56 branches. The American Counseling Association also collaborates with
several corporate and related organizations to enhance member services.

Mission Statement: The mission of the American Counseling Association is to enhance the
quality of life in society by promoting the development of professional counselors, advancing the
counseling profession, and using the profession and practice of counseling to promote respect for
human dignity and diversity.

ACA Benefits: Many valuable benefits and services are at your fingertips, often by simply
calling our toll-free Member Service phone number (800/347-6647 x 222) or by visiting our Web
site at www.counseling.org . Each product, service, and benefit is selected with the professional
and personal improvement of our members in mind. As an ACA member you will benefit from:
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Professional Development: You will receive valuable Continuing Education Contact Hours
(CEU's) when you take advantage of the many professional development programs available —
many at substantial savings just for ACA members! Enhance your academic training with home-
study programs that fit your schedule and professional development workshops and institutes
presented by today's leading experts in the field.

Resources: ACA offers special discounts to members on the most up-to-date resources for the
counseling professional. Videotapes, audiotapes, books, and journals are just some of the tools
available to you at substantial savings as an ACA member.

Job Search Assistance: You can post a position wanted announcement to over 60,000 readers or
search the classified job announcements in ACA's monthly newspaper, .You
can also use ACA's membership directory to assist in your networking efforts.

Liability Insurance: The ACA Insurance Trust offers a comprehensive package of benefits
exclusively for ACA members, including professional liability insurance.

Representation and Advocacy: ACA is seen as the premier organization representing the interests
of the counseling profession in the area of licensure, third party reimbursements, education, and
career development issues. Your interests are represented at the local, state, and national level.

Exchange Networks: You can grow professionally and personally by taking advantage of the
opportunities for the lively exchange of ideas, experiences, and suggestions, between you and
your colleagues at numerous ACA events and workshops.

Subscriptions: Included in your membership are subscriptions to the monthly newspaper,
Counseling Today, and the bi-monthly Journal of Counseling and Development. A retail value of
over $97!

Discounts: ACA has teamed up with leading companies to offer you personal and professional
services at greatly reduced rates. Kinkos, Sprint, Mastercard, and Adelman Travel are just some
of the many companies working for ACA members.

ACA AFFILIATIONS

ACA Insurance Trust: The ACA Insurance Trust is an independent organization that provides
ACA members with a choice of quality insurance programs which offer competitive rates,
equitable claim processing, and underwriting. The largest and most popular program the Trust
offers is professional liability insurance exclusively for ACA members.

Counseling and Human Development Foundation: CHDF was created to expand the scientific
and educational opportunities within the profession. Although it is a separate not-for-profit
organization, CHDF serves as a "Partner in Professionalism” with ACA. The Foundation offers
financial support for scholarly research and other projects aimed at advancing the counseling
profession.

Revised 12-30-09 42



Council for Accreditation of Counseling and Related Education Programs: CACREP is an
independent agency created by ACA in 1981 to accredit counselor education programs at the
graduate level. CACREP promotes the development and implementation of preparation
standards and provides for objective and rigorous program review.

Legal Action Fund: LAF provides funding for legal cases that clearly discriminate against
counselors or could have a significant effect on the counseling profession.

Human Concerns Fund: HCF alleviates human suffering by providing financial assistance to
programs which address the needs of the least fortunate persons in our society.

MEMBERSHIP

ACA realizes the diverse needs of the counseling community. You have the opportunity to join
various divisions which focus on specialty areas of the profession. Membership in at least in one
division is required after the first year of ACA membership. In addition, there are three separate
categories of membership within ACA.

( : Professional members hold a mater's degree or doctorate in counseling or a closely
related field from a college or university accredited by one of the regional accrediting
commissions that holds recognition from the Commission on Recognition Of Post secondary
Accreditation (CORPA). Professional members must present proof of academic credentials upon
request.

# : Regular members are individuals whose interest and activities are consistent with those
of the association, but who are not qualified for professional membership.

- Student memberships are available to both undergraduate and graduate students enrolled
at least half-time or more at the college level. Student members must present proof of academic
credentials upon request.

DUES
Dues are required and set by General Council.

DIVISION DUES
ACA has 19 specialty divisions which provide you with information and resources specific to
your needs and interests. Dues are required to join these.

ACA DIVISIONS

There are 19 chartered divisions within the American Counseling Association. These divisions
provide leadership, resources and information unique to specialized areas and/or principles of
counseling. Divisions chartered by ACA elect division officers who govern their activities
independently and carry a voice in national ACA governance.

Association for Assessment in Counseling and Education (AACE)
Originally the Association for Measurement and Evaluation in Guidance, AAC was chartered in
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1965. The purpose of AAC is to promote the effective use of assessment in the counseling
profession.

Association for Adult Development and Aging (AADA)

Chartered in 1986, AADA serves as a focal point for information sharing, professional
development, and advocacy related to adult development and aging issues; addresses counseling
concerns across the lifespan.

Association for Creativity in Counseling (ACC)

The Association for Creativity in Counseling (ACC) is a forum for counselors, counselor
educators, creative arts therapists and counselors in training to explore unique and diverse
approaches to counseling. ACC's goal is to promote greater awareness, advocacy, and
understanding of diverse and creative approaches to counseling.

American College Counseling Association (ACCA)

ACCA is one of the newest divisions of the American Counseling Association. Chartered in
1991, the focus of ACCA is to foster student development in colleges, universities, and
community colleges.

Association for Counselors and Educators in Government (ACEG)

Originally the Military Educators and Counselors Association, ACEG was chartered in 1984,
ACEG is dedicated to counseling clients and their families in local, state, and federal government
or in military-related agencies.

Association for Counselor Education and Supervision (ACES)

Originally the National Association of Guidance and Counselor Trainers, ACES was a founding
association of ACA in 1952. ACES emphasizes the need for quality education and supervision of
counselors for all work settings.

Association for Lesbian, Gay, Bisexual and Transgender Issues in Counseling (ALGBTIC)
Educates counselors to the unique needs of client identity development; and a non-threatening
counseling environment by aiding in the reduction of stereotypical thinking and homoprejudice.

Association for Multicultural Counseling and Development (AMCD)

Originally the Association of Non-White Concerns in Personnel and Guidance, AMCD was
chartered in 1972. AMCD strives to improve cultural, ethnic and racial empathy and
understanding by programs to advance and sustain personal growth.

American Mental Health Counselors Association (AMHCA)
Chartered in 1978, AMHCA represents mental health counselors, advocating for client-access to
quality services within the health care industry.

American Rehabilitation Counseling Association (ARCA)

ARCA is an organization of rehabilitation counseling practitioners, educators, and students who
are concerned with enhancing the development of people with disabilities throughout their life
span and in promoting excellence in the rehabilitation counseling profession’s practice, research,
consultation, and professional development.
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American School Counselor Association (ASCA)

Chartered in 1953, ASCA promotes school counseling professionals and interest in activities that
affect the personal, educational, and career development of students. ASCA members also work
with parents, educators, and community members to provide a positive learning environment.

Association for Spiritual, Ethical, and Religious Values in Counseling (ASERVIC)
Originally the National Catholic Guidance Conference, ASERVIC was chartered in 1974.
ASERVIC is devoted to professionals who believe that spiritual, ethical, religious, and other
human values are essential to the full development of the person and to the discipline of
counseling.

Association for Specialists in Group Work (ASGW)

Chartered in 1973, ASGW provides professional leadership in the field of group work,
establishes standards for professional training, and supports research and the dissemination of
knowledge.

Counseling Association for Humanistic Education and Development (C-AHEAD)
C-AHEAD, a founding association of ACA in 1952, provides a forum for the exchange of
information about humanistically-oriented counseling practices and promotes changes that
reflect the growing body of knowledge about humanistic principles applied to human
development and potential.

Counselors for Social Justice (CSJ)

CSJ is a community of counselors, counselor educators, graduate students, and school and
community leaders who seek equity and an end to oppression and injustice affecting clients,
students, counselors, families, communities, schools, workplaces, governments, and other social
and institutional systems.

International Association of Addictions and Offender Counselors (IAAOC)

Originally the Public Offender Counselor Association, IAAOC was chartered in 1972. Members
of IAAOC advocate the development of effective counseling and rehabilitation programs for
people with substance abuse problems, other addictions, and adult and/or juvenile public
offenders.

International Association of Marriage and Family Counselors (IAMFEC)
Chartered in 1989, IAMFC members help develop healthy family systems through prevention,
education, and therapy.

National Career Development Association (NCDA)

Originally the National VVocational Guidance Association, NCDA was one of the founding
associations of ACA in 1952. The mission of NCDA is to promote career development for all
people across the lifespan through public information, member services, conferences, and
publications.

National Employment Counseling Association (NECA)

NECA was originally the National Employment Counselors Association and was chartered in
1966. The commitment of NECA is to offer professional leadership to people who counsel in
employment and/or career development settings.
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Membership:

Managing Membership Web Pages
When new data is entered into the CCA web site, one must do the following:

1.

2.

Go to http://cms.webcentrics.com, then enter the username and password
(see the Membership Chair or President for this information)

Next “Manage Website” should be selected, which will bring the user to
“Manage your Web Pages”. Select “Manage and edit your existing web
pages” to add or delete member data.

Under “Pages Not Listed in your Main Menu”, select the appropriate
Directory. For example, if the members last name starts with an R, then
select “Directory_R” to add or delete information for that member or any
other member with a last name starting with R.

Select the relevant “Edit” button next to the letter of the last name you
want to add or delete information from. Do not select the “X” next to the
“Edit” button, because this will delete the entire directory of that letter. If
the user clicks on “Directory R” and not the “Edit” button, the user will
not be able to edit. Instead the user will be taken to the CCA web site and
will only be able to view the information.

Once the appropriate Directory has been selected for editing, the user will
see all the current member data which is listed near the bottom of the
page. If the user wants to edit a current member’s information, the user
can simply select the relevant box and made deletions or additions. Once
finished, the user will want to ensure that the text is the same size. If not,
then the data should be highlighted the *“size” box ought to be clicked. All
of the member information should be 8 pt. font.

After any changes are made to individual directories, the save button must
be selected, otherwise the changes will not be kept in the site. The user
should check the data after selecting the save button to ensure that the
information was properly saved.

If the user needs to edit a different directory because a member with a last
name different than the current selection needs to be edited, the user
should select “Manage Website at the top of the page to be taken back to
“Manage Your Web Pages”. Then select “Manage and edit your existing
web pages” to select a different directory.

When editing the directories, the user should use the short-cut buttons
which are listed above the member information. If the user places the
mouse over the shortcuts, information will pop up telling the user what
each shortcut does.

Adding a new Member to the Directory

1.
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Once the appropriate directory has been selected for editing, the user
should look to see if any other members are listed under that last name. If
S0, the user needs to find the appropriate row to enter the members name
in alphabetical order. Once this has been determined, the user should
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select the appropriate shortcut button to start the data entry. For example,
if a row needs to be added below, the mouse should be clicked behind the
member’s last name above the row where the user wants to add the new
member data.

2. For instance, if John Smith needs to be entered as a new member, and
Johanna Simms and Jim Snell are currently listed as members, the user
needs to click on the box where “Johanna Simms” name appears, and the
user should then select the “insert row below” shortcut so that John
Smith’s information can be entered. Once all the information has been
entered, the user must ensure that all the data is in 8 pt. font. Once this has
occurred, the data must be saved.

3. The following data are entered for members in the directory: first and last
name, membership (e.g., CCA, CLPCA, CCDA), email address, phone
number, and city, state, and zip code. The member may elect to have none
or any of this information to be included in the directory.

Managing Membership Logons and Passwords
Adding New Members

a. Select “Manage Website”, then under “Online Data Management” select “Manage
your List of Secure Users.” To add a new member, go to “Add A New Secure
User” and click on the “proceed” button.

b. Under “Add A New Secure User”, the member’s first and last name, email
address, and password will be entered. The email address provided to CCA will
also be the member’s username when he or she logon to the CCA website to look
at the directory. The password is currently the same for all members (see
Membership Chair or President for this password). Under “This Secure User
Belongs To” click on the box next to “Member Directory”. Once all of these
items have been added, select the “add” box. After the user does this, ensure that
the data was added to the web site and no errors occurred.

Editing Current Members Information

a. Select “Manage Website”, then under “Online Data Management” select “Manage
your List of Secure Users.” To edit the current members, go to “Manage Your
Secure Users” and click on the “proceed” button.

b. If a member or members need to be removed from the list of secure users, simply
click on the box (es) next to the member name that needs to be removed, then
scroll to the bottom of the page and click the red “x” button to remove those
selected members.

c. If the user (editor) needs to edit a secure user (member), click on the “edit” button
to the right of the member whom needs edited. The member’s name, email
(username), password, or group can be altered, and once this has been done, select
the “edit” button.

Managing Membership Spreadsheet
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1.

An Excel spreadsheet is to be updated by the Membership Committee on a regular
basis. The Membership Chair shall take the primary responsibility for ensuring
the membership spreadsheet is accurate and updated regularly. The spreadsheet
will include member’s name, mailing address, email, phone number, divisions
belong to, and membership expiration dates. A separate sheet will hold
membership data on those whose membership lapsed.

A separate spreadsheet will be kept to track membership statistics. This data will
be presented quarterly to the Governing Council.

Communicating with Members regarding Renewal and New Membership
1. Email will be the primary method of communication between the Membership

6.

Committee and new/renewing members.

When a person has paid for membership, the Membership Committee is
responsible for emailing (or mailing) a welcome/membership (template) letter.
The letter is approved by the Membership Chair. At least one member of the
Membership Committee will get email confirmations of when new/renewal dues
have been paid. The letter shall inform the member that their application and fees
for membership has been accepted. A membership card shall be attached to the
letter.

Reminder emails will be sent at 2 months and 1 month prior to membership
expiration
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SERIES 800
BRANCHES

TABLE OF CONTENTS
BYLAWS IMPACTING THIS SERIES:

ARTICLE Wl Branches of the Associabon
Section 1. Organization of Branches (a-ch,
Section 2. Formation of Branches;

Seclion 3. Autonomy of Branches,
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Section . Amendmenis to Basic Documenis.
Sechon B, Reports,
Section ¥, Involuntary Revocation of a Charter. {a - b)
Sacton 8, Withdrawal of a Branch.
POLICIES:
Raole of Branch Officers
Information 1o Branch Executves,.. ...

Rotaticnal System for Branch Bylaws Revisions. ...

Imgdementing Proceduras:
1. Bylaw Submission
2 Notification
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Series 800 - Introduction
BRANCH OFFICERS

Faoke:  The robe of an officer of & Branch of the American Counseling Association is to provide leadership
tor Bramch members

Functions: Thae functions of an officer of 8 Branch include;

1. Toconduct the affairs of the Branch in complance with the Bylaws of the Branch and 1he
Bylaws of AGA;

2. Tobe a member of the American Counseling Association,

3. Proposed amandments to the Articies of Incorporation or Bytaws of any Branch shall be

reported in writing to the ACA President no later than founeen weeks prior 1o the Govemning

Councit meeting al which the change may be considered. The ACA Presidant shall transmit the

written proposed amendments to the ACA Bylaws Commitiee which will transmit 1o he

Governing Council such proposed amendmenis with or without recommendations regarding

eaCn proposed change at laast sie waaks befora the next regularly scheduled mesting. Any

such proposed amendment cannol take affect untid approved by tha ACA Goveming Council;

To send to the ACA Pregident the names of the direclors and afficers promptly follawing their

election or appointmeant;

To submit a written report to the ACA President wia shall repest sabent developments i the

Gaverning Council,

To faciitate the achievement of the Branch and ACA goals;

To paricipate in leadership training;

To facistate the articulation of Branch issues and concenns and relay these concams and issues

o Regional leaders and other ACA leaders;

T atlend Regicn meetings.

oome®mo o ok

Bylaws References: Article Vil = Branches of the Assoclation: Sectlon 3 (a-c); and Section & Reparis.
Adepted: ORI TOS, 10007

Policy 801.1 INFORMATION TO BRANCH EXECUTIVES

When information from headguarters and ACA leaders is sent to Branch Presidents, the Branch
Executives shall be copied.

Approsed: 05RTET, Revised: 05/11/89, 10607

Policy 801.2 BRAMNCH INPUT
ACA shall advize the Branch Prasident of ACA activiies which are to be presanted within that Branch.

Approved: 03MS%E, 1007

Policy 801.3 ROTATIONAL SYSTEM FOR BYLAWS REVISIONS
Branch Bylaws &l be reviewed on a four-year rotating basis.
Impigmentation Procedures.
1. Bylaw Submission: The following Branches will submif their Bylaws to ACA for review i this

arder. Morth Allanic Region Branches, Southern Region Branches, Midwest Region Branches,
Westem Fegion Branches,
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2. Motification: Nalficalon by the Executive Directer or his designee of when Bylaws are due for
review will be sent fo each Branch one year in advance of due date.

Approved; 0611450
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COLORADO COUNSELING ASSOCIATION
AWARDS NOMINATION FORM

Professional Title:

Place of Employment:

Address:

Phone: (home) (work)

Chapter/Division Submitting Nomination:

Name/Title of Nominator:

Address:

Phone:

Email:

Mail ONE SET of this completed application and supporting documentation.

Send to: CCA
1508 Lakeside Drive
Greeley, CO 80631

% & / &

( ( & & 0 (
& | 23 0

Committee Use Only
Rating Sheet Summary:
Raw Score:

# of Sheets:

Final Score:
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OUTSTANDING MEMBER AWARD

PURPOSE
This award provides each CCA Chapter/Division the opportunity to recognize their outstanding
member(s) of the previous year.

CRITERIA FOR NOMINATION

1. The nominee must be a current member of CCA and the Chapter or Division making the
nomination.

2. The nominee must meet the following criteria determined by the Chapter or Division making
the nomination. In the space provided below, please list the criteria used in selecting your most
outstanding member(s).

NOMINATION PROCEDURE

1. Complete the special nomination form for this award and list the criteria for selecting your
outstanding member(s).

2. Write a two-page summary (optional but recommended) showing how the nominee meets all
the criteria for the award.

3. Obtain a picture of the nominee for outstanding member (there will be a poster at Fall
Conference to recognize the outstanding members of the Chapters and Divisions).

4. Submit the completed form; criteria, summary, and picture to the CCA address (see
nomination form).

RESEARCH AWARD

PURPOSE

The purpose of the Research Award is to: (a) honor and recognize outstanding research in areas
of interest to the counseling and human development profession, particularly to members of
CCA and its Chapters and Divisions, and (b) to stimulate future research. If the research has
multiple authors, all contributors must be recognized. The nominee must be a CCA member.
Non-member contributors may be provided a certificate of recognition for their co-authorship.

CRITERIA FOR NOMINATION AND SELECTION

Eligibility

a. The nominee must be a current member of CCA.

b. Published research may include all ACA publications and those in counseling psychology,
measurement and educational research.

c. Research must have been published between May 1 and April 30 of the preceding year.
Unpublished research in the same timeline may be eligible if it meets the criteria as outlined.

Criteria for Selecting Research

a. Nature of Study: The study must be research, which is defined as an empirical, systematic
inquiry or investigation into a subject to discover facts or principles, involving an idea to be
tested, examination of data through statistical techniques and interpretation of results.

b. Relevance: The research must be in areas of interest to one or more of the Divisions of CCA
and ACA.
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c. Significance: The questions answered and ideas investigated must be concerned with problems
of interest and significance to the counseling and human development profession, and the
findings should be generalized beyond the immediate setting.

d. Research Procedures: The research procedures should be highest quality, including clear
definitions of publication, selection of appropriate sampling techniques and controls, use of
appropriate research design, adequate and correct statistical treatment of data, and use of valid,
reliable instruments.

e. Interpretation of Data: The study should show careful interpretation of results, and conclusions
should not go beyond the data.

f. Writing: The report should be scholarly in organization and Presentation.

NOMINATION PROCEDURE

1. Complete the nomination form.

2. Submit ONE COPY of the completed nomination form along with the research article or
manuscript to the CCA address (see nomination form).

3. All nominations must include the completed nomination form, an abstract, and a written
summary which fully demonstrates how the research meets the stated awards criteria.
Nomination form, abstract, summary, and any other supporting documentation must not exceed
20 pages. In addition, nominations must include an electronic version of the full research which
will be utilized by raters for publication verification. Raters are not required to read the full
research.

INDIVIDUAL PUBLICATION AWARD

PURPOSE

The purpose of the Individual Publication Award is to (a) recognize scholarly and timely
publications of interest to the counseling and human development profession, and (b) to
stimulate future publications. If the publication has multiple authors, all contributors must be
recognized. The nominee must be a CCA member. Non-member contributors may be provided a
certificate of recognition for their co-authorship.

CRITERIA FOR NOMINATION AND SELECTION
1. Eligibility
a. The nominee must be a current member of CCA.

The publication may include non-research articles, books, brochures, or related
publications that are relevant to the counseling and human development profession.
2. The publication date must occur between May 1 and April 30 of the preceding year.
3. Criteria for Selecting the Publication
a. Relevance: The publication must be concerned with areas of interest to one or more of the
Divisions or Organizations affiliated with CCA and ACA.
b. Significance: The ideas presented must be of significant interest to the counseling and human
development profession. New and innovative ideas, current issues in counseling, and creativity
will help determine the importance of the publication. The publication must also be applicable
beyond the immediate setting.
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c. Writing Style: The publication should be scholarly in organization and presentation. The
reputation of the journal or publisher will also be considered in the selection process for this
award.

NOMINATION PROCEDURE

1. Complete the nomination form.

2. Submit ONE COPY of the completed nomination form, summary, and supporting
documentation to the CCA address (see nomination form). If the publication is a book, send one
copy for circulation to Committee members. The book will be returned after ratings are
completed

3. All nominations must include the completed nomination form and a written summary which
fully demonstrates how the publication meets the stated awards criteria. Nomination form,
summary, and any other supporting documentation must not exceed 20 pages. In addition,
nominations must include an electronic version of the manuscript (hard copy of book) which will
be utilized by raters for publication verification. Raters are not required to read the full
publication.

CHAPTER/DIVISION PUBLICATION AWARD

PURPOSE
The Chapter/Division Publication Award recognizes the CCA Chapter or Division with (an)
outstanding publication(s) for its members.

CRITERIA FOR NOMINATION AND SELECTION

1. The publication(s) must be (a) unique and of superior quality and (b) must represent a
significant professional contribution to the field of counseling and human development.

1. Publications eligible include but are not limited to newsletters, journals and monograms,
position papers, brochures, leaflets, pamphlets, audio-visuals, bulletins, and handbooks. A
Chapter or Division may submit the total publications for the preceding year.

2. All submissions must have been published between May 1 and April 30 of the preceding year
and must not exceed 20 pages.

NOMINATION PROCEDURE

1. Complete the nomination form. Include a one-page summary describing the publication.
2. Submit ONE COPY of the completed nomination form, summary, and supporting
documentation to the CCA address (see nomination form).
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CHAPTER/DIVISION SERVICE AWARD

PURPOSE
The Chapter/Division Service Award recognizes the CCA Chapter or Division that provided a
particularly valuable and unique professional service to its members and/or the community.

CRITERIA FOR NOMINATION AND SELECTION

1. The unique and significantly valuable service to Chapter or Division members and/or the
community should promote an increase in members’ involvement in the professional aspects of
the counseling and human development field.

1. The service provided must be other than those provided through publications and programs.
Some of the unique or special services to members and/or the community may include but not
limited to special organization committee work, special legislative endeavors, and public
relations, professional relationships with other organizations, computer services to members, and
information hot line or audio-visual services.

3. The service must have been provided between May 1 and April 30 of the preceding year.

NOMINATION PROCEDURE

1. Complete the nomination form.

2. Write a summary (suggested length two pages) describing how the service meets all the
criteria for the award.

3. Attach supporting documentation about the service. Summary and documentation must not
exceed twenty (20) pages.

4. Submit ONE COPY of the completed nomination form, summary, and supporting
documentation to the CCA address (see nomination form).

CHAPTER/DIVISION PROGRAM AWARD

PURPOSE
The Chapter/Division Program Award recognizes the CCA Chapter or Division that provided a
unique and superior program(s) for its members.

CRITERIA FOR NOMINATION AND SELECTION

1. The program(s) must represent a significant contribution to the field of counseling and human
development and must promote an increased involvement of the Chapter or Division members in
the profession.

2. The program(s) must be unique and exhibit above-average quality.

3. Programs eligible might include but not limited to seminars, workshops, conferences, or a
yearlong series of programs exploring a common theme.

4. The program(s) must have been provided between May 1 and April 30 of the preceding year.

NOMINATION PROCEDURE

1. Complete the nomination form.

2. Write a summary (suggested length two pages) describing how the program(s) meets all the
criteria for the award. The description should include the type of program(s), rationale for the
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program(s), content of the program(s), number in attendance, target group served, evaluation of
the program(s), involvement of the members in planning the program(s), and the budget.

3. Attach supporting documentation about the program(s). Summary and documentation must
not exceed 20 pages.

4. Submit ONE COPY of the completed nomination form, summary, and supporting
documentation to the CCA address (see nomination form).

DISTINGUISHED PROFESSIONAL SERVICE AWARD

PURPOSE

The Distinguished Professional Service Award is given to (a) honor and recognize outstanding
service at the local, state, or national level that reflects a significant contribution to the
professional concerns of CCA and (b) to stimulate future service for the well-being of the
counseling profession.

CRITERIA FOR NOMINATION AND SELECTION

1. Eligibility: The nominee must be a current member of CCA.

2. Nature of Service: The service is defined as duties performed primarily with the intent of
benefiting others rather than for personal or professional gain. The service should be of a nature
that promotes the counseling profession and should have widespread and general effects rather
than being limited in scope.

3. Relevance to the Profession: The service must be concerned primarily with the counseling
profession and relevant to areas of interest of one or more of the CCA Divisions.

4. Significance of Service: The nominee should have a history of professional contributions and
scholarly accomplishments that benefits the public in general.

NOMINATION PROCEDURE

1. Complete the nomination form.

2. Write a summary (suggested length two pages) describing how the nominee meets all the
criteria for the award.

3. Attach supporting documentation about the nominee’s professional service. Summary and
documentation must not exceed 20 pages.

4. Submit ONE COPY of the completed nomination form, summary, and supporting
documentation to the CCA address (see nomination form).
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OUTSTANDING PRACTITIONER AWARD

PURPOSE

The Outstanding Practitioner Award was established to recognize an outstanding counselor
whose time is spent primarily in direct counseling services. The purpose of this award is to honor
excellence in the practice of counseling. Counselors eligible for the award may include but not
limited to school counselors, group counselors, rehabilitation counselors, and community
counselors, counselors in private practice, college counselors, pastoral counselors, and substance
abuse counselors. Full-time faculty and Counselor Educators are not eligible for this award.

CRITERIA FOR NOMINATION AND SELECTION

1. Nominee spends at least 50% of time performing direct counseling services.

2. Nominee identifies himself or herself as a professional counselor.

3. Nominee is state licensed, certified as a school counselor, and/or holds a nationally recognized
credential as a professional counselor.

4. Nominee has been or currently a member in good standing with state and/or national
accrediting bodies

5. Nominee publishes, presents at professional meetings, or otherwise educates other
practitioners about successful clinical practices or theories.

6. Nominee has 3 letters of reference: two from professional colleagues and one from an
immediate work supervisor, a clinical supervisor, or peer consultant.

NOMINATION PROCEDURE
1. Complete the nomination form.
2. Write a summary (suggested length two pages) describing how the nominee meets all the
criteria for the award.
3. Attach letters of reference as identified above. The letters should reference the following
attributes of the nominee:

a) The ability of the nominee to relate to diverse populations

b) The nominee demonstrates effective counseling skills

c) The ability of the nominee to facilitate skills development and evaluative progress in

the clients, students, or groups they serve

d) The nominee demonstrates exceptional ethical and professional behavior
4. Include a current vita or resume with the packet
5. Submit ONE COPY of the completed nomination form, summary, and supporting
documentation as well as reference letters to the CCA address (see nomination form).
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FANNIE R. COOLEY AWARD FOR DISTINGUISHED PROFESSIONAL
DEVELOPMENT

PURPOSE

The purpose of the Fannie R. Cooley Award for Distinguished Professional Development is to
(a) honor and recognize outstanding professional development and (b) to stimulate future efforts
to enhance development of techniques, strategies, and systems that have demonstrable benefits to
counselors.

This award includes a grant of $100. The Alabama Counseling Association named this award in
her honor during the 2006 awards cycle. Dr. Cooley’s financial gift served as a personal
testimony of her love and devotion to the professional development for counselors.

CRITERIA FOR NOMINATION AND SELECTION

1. Eligibility: The nominee must be a current member of CCA and ACA.

2. Nature of Professional Development: Professional development is defined as the
strengthening, enhancement, improvement and the expansion of the counseling profession.

3. Relevance to the Profession: The development efforts must be directly related to the
counseling and human development profession.

4. Professional Activity: The nominee must have a history of professional activities resulting
directly to expanding the horizons of the counseling profession through efforts of (a) broaden
applications and opportunities for counselors, (b) the developmental impact on other professions,
(c) identifiable needs of the public and providing services to meet those needs, and (d) the ability
to enlarge the potential clientele for service delivery.

5. Record of Long-continued Professional Contributions: The nominee must exhibit ongoing
activities that demonstrate diligence in skills development and effectiveness in applying
principles to achieve professional goals and accomplishments. The nominee must also have a
record of (a) sustained efforts in professional education, (b) unusual efforts to obtain support for
the profession, (c) concerted efforts to promote excellence in professional practices, (d)
systematic efforts to improve the profession through development of methods, techniques,
materials and models, (e) clearly written, well-organized, scholarly publications which are
socially significant, (f) sustained efforts to conduct and report programmatic research with
widespread implications, and (g) a significant body of work with general applications, reflecting
appreciation for the value of scientifically-based data and methods in a humanistic frame of
reference.

6. Prodigious Service to Others: The nominee must have a history of creative efforts to provide
and improve opportunities for all individuals to realize their full potential by evidence of (a)
work done or duties performed in professional organizations, (b) work done or duties performed
which impact the lives and careers of many, and (c) sensitivity to the concerns of human growth
and development relative to improving interaction of people with their environment.

NOMINATION PROCEDURE

1. Complete the nomination form.

2. Write a summary (suggested length two pages) describing how the nominee meets all the
criteria for the award.

3. Attach supporting documentation about the nominee’s professional development
contributions. Summary and documentation must not exceed 20 pages.
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4. Submit ONE COPY of the completed nomination form, summary, and supporting
documentation to the CCA address (see nomination form).

JEAN H. CECIL DISTINGUISHED COUNSELOR EDUCATOR AWARD

PURPOSE

The purpose of the Jean H. Cecil Distinguished Counselor Educator Award is to (a) honor and
recognize a CCA member and Counselor Educator who has been an exemplary mentor for
counselors, (b) to encourage continued excellence in counselor education, and (c) to provide
CCA the opportunity to show appreciation for outstanding counselor training efforts and
accomplishments.

CRITERIA FOR NOMINATION AND SELECTION

1. Eligibility

a. The nominee must be a CCA member and Counselor Educator in an Alabama counselor
education program. Retired counselor educators are eligible provided they retired from an
Alabama college or university.

b. The nominee must have a history of contributing to counselor training through teaching,
publishing, presenting, and supervising at the national, regional, state and local levels.

2. Criteria for Selecting the Outstanding Counselor Educator

a. Nature of Contributions: A mentor is a teacher who serves as an exemplary model for students
and who encourages students to achieve excellence beyond ordinary expectations. The nominee
must be a person who has brought great attention, respect, and admiration to counseling
programs in Alabama through personal and professional work. The recipient must have a history
of being a guiding force in the establishment and implementation of national accreditation
standards for counselor education programs. Teaching, publications and presentations should
have greatly influenced counselors and other counselor educators in Alabama and throughout the
counseling profession.

b. Professional Activity: The nominee must have served in leadership positions at the Chapter,
Division, state, national levels, and/or in other professional organizations dedicated to improving
and enhancing the counseling profession. Significant efforts should be apparent in certification
of counseling programs and strengthening accreditation standards.

NOMINATION PROCEDURE

1. Complete the nomination form.

2. Write a summary (suggested length two pages) describing the contributions of the counselor
educator to the field of counselor training.

3. Attach supporting documentation about the counselor educator’s mentoring, excellence in
training counselors, influencing counselor education programs, and accreditation standards.
Summary and documentation must not exceed 20 pages.

4. Submit ONE COPY of the completed nomination form, summary, and supporting
documentation to the CCA address (see nomination form).

WILBUR A TINCHER AWARD FOR A HUMANITARIAN AND CARING PERSON

PURPOSE
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The Wilbur A. Tincher Award for a Humanitarian and Caring Person is given to honor a person
who gives to others without fanfare or expectation of reward and gain personal satisfaction from
seeing others made happier as well as the social milieu given more integrity.

The award includes a grant of $100. CCA established this award in his name. Dr. Tincher’s gift
served as a personal testimony of his love and admiration for those who genuinely care about
diversity, social justice, and the welfare of others.

CRITERIA FOR NOMINATION AND SELECTION

1. Eligibility: The nominee must be a current member of CCA.

2. Nature of Caring: A caring and humane person expresses concerns for social injustice by
addressing the sordid situation in our society and world by becoming personally involved in the
situation. Caring may be expressed in time, thoughtful effort, money, exemplary behavior, and
true concern for change that will improve the lot of those who are starving, abused, imprisoned,
discriminated against or powerless. Caring means the absence of indifference and implies
involuntary involvement in the welfare of someone else. Caring is communicating that you care
by giving your time and listening completely. It is rejoicing with those individuals who are
happy and uplifting those individuals who are troubled. Caring is encouraging another person,
being available, and fully giving of one’s self without expectations of reward. Caring is
empathizing with another while effecting change in feelings or behavior and not merely
expressing concern. In summary, a caring person will have been observed in unselfish
involvement over a period of time in a cause or situation that benefited others.

NOMINATION PROCEDURE

1. Complete the nomination form.

2. Write summary (suggested length two pages) describing how the nominee meets all the
criteria for the award. The summary should address the following questions: (a) describe
incidents or behaviors which demonstrated the nominee’s caring in a personal way, (b) describe
incidents which demonstrated the nominee’s caring through social action, (c) provide evidence
that shows the nominee’s concern about human beings in special ways through caring behavior
as documented and/or recognized by peers, (d) provide evidence that shows the nominee’s
concern with all humans and their joint welfare as well as caring for another in a personal way,
(e) provide evidence showing effectiveness in communicating caring, and (f) demonstrate how
courage was necessary in becoming involved in a caring way.

3. Attach supporting documentation to the nomination form. Summary and documentation must
not exceed 20 pages.

4. Submit ONE COPY of the completed nomination form, summary, and supporting
documentation to the CCA address (see nomination form).
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Greetings,

I’d like to talk with you today about the counseling profession and to encourage you to be

a part of the professional organizations which represent counselors.

According to the American Counseling Association (ACA), the practice of professional
counseling is the application of mental health, psychological, or human development principles,
through cognitive, affective, behavioral or systematic intervention strategies, that address
wellness, personal growth, or career development, as well as pathology. The ACA is a not-for-
profit, professional and educational organization that is dedicated to the growth and enhancement
of the counseling profession. Founded in 1952, ACA is the world's largest association
exclusively representing professional counselors in various practice settings.

There are 19 chartered divisions within the ACA. These divisions provide leadership,
resources and information unique to specialized areas and/or principles of counseling. Divisions
chartered by ACA elect division officers who govern their activities independently and carry a
voice in national ACA governance. By providing leadership training, publications, continuing
education opportunities, and advocacy services to nearly 45,000 members, ACA helps

counseling professionals develop their skills and expand their knowledge base.

ACA has been instrumental in setting professional and ethical standards for the

counseling profession. The association has made considerable strides in accreditation, licensure,
and national certification. It also represents the interests of the profession before congress and
federal agencies, and strives to promote recognition of professional counselors to the public and

the media.

The mission of the ACA is to enhance the quality of life in society by promoting the
development of professional counselors, advancing the counseling profession, and using the

profession and practice of counseling to promote respect for human dignity and diversity.
The ground level work for ACA has historically come from the state branches. The

Colorado Counseling Association (CCA) is one of the state branches of the ACA. The CCAis a

not-for-profit organization and our mission is to enhance quality of life by promoting

Revised 12-30-09 67



development of professional counselors, advancing the counseling profession, and using the
profession and practice of counseling to advocate for human dignity, social justice, and respect
for diversity. In addition, CCA has two divisions, Colorado Licensed Professional Counselors
Association (CLPCA) and Colorado Career Development Association (CCDA). These divisions
specialize in specific areas and contribute to the cohesive functioning and growth of CCA.

By becoming a member of the CCA you will be contributing to the support of the
counseling profession in the state of Colorado. You’ll be a part of the team that provides services
to counselors and the community needs of their clients. A few of the benefits of membership are:
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5

CCA Membership Annual Dues
$60 (Professional)
$30 (Student)
Division Dues
CCDA (Colorado Career Development Association)
$50 (Professional) $20 (Student)
CLPCA (Colorado Licensed Professional Counselors Association)
$10 (Professional) $5 (Student)

You can join by taking an application and mailing it in along with your check to the
address provided on the form, or you can pay using a credit card at our website:

www.coloradocounselingassociation.org

I know you’ll appreciate the rewards of belonging to a professional organization and I’d
be honored to have you as a fellow member. Let me know if you have any questions. Thank you

for you time.
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Colorado Counselor Association

Membership Application Form

+6 5 New Member [ ] Renewing Member [ ]
Name Licenses and/or Certifications
Address
Street Address City
Phone Email
Date Highest Degree

I am joining/renewing CCA as a (Please Check One):
Professional [] Regular [] Student Member []

| agree to have this information listed in the CCA Directory: [] Yes [] No
Colorado Counseling Association

Professional & Regular Membership Student Membership

$ CCA $60 $ CCA $30

Division Dues — Professional/Regular & Student Dues
Colorado Career Development Association

$ CCDA $50 (Professional) $ CCDA $20 (Student)

Colorado Licensed Professional Counselors Association
$ CLPCA $10 (Professional) $ CLPCA $5 (Student)

$ Total Dues

$ #/ 5 The above person is enrolled in at least half-time (as

defined by the school’s criteria) in a college or university counseling program.

Department Chair or Advisor

College or University

How did you hear about CCA?

Please send this form and check to: Colorado Counseling Association
1508 Lakeside Drive

Revised 12-30: Greeley, CO 80631
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Following is general information and recommendations of events and committee positions for
the annual conference.

The On-Site Chair shall:
« Be appointed by the annual conference Chair with the input from the CCA president.
Work closely with the conference Chair coordinating the conference.
Can be as many people as the conference Chair deems necessary.
Will assist the Conference Chair with problems and/or any assignments necessary to
smooth the operation of the conference.

The Dance Chair shall:
Be appointed by the Annual Conference Chair.
Coordinate all aspects of the dance including hiring a D.J. and/or sound equipment as
needed.
Be responsible for implementing the dance.

The CEU Chair shall:
Have a space at registration for CEU’s.
Send all requirements for CEU registration to the Executive Director(s) for placement in
the registration brochure.

The Sign Chair shall:
« Be appointed by the Annual Conference Chair
Be responsible for signs for all content sessions, directional signs, capacity full signs, and
other signs that the Annual Conference Chair, CCA President, or CCA Executive
Secretary deem necessary.
Be responsible for securing easels for signs if necessary.
Be responsible for placing content sessions signs at their appropriate place and time.

The Film Festival Chair shall:
« Be appointed by the Annual Conference Chair.
Be responsible for obtaining films to be shown as a content session during the
conference.
Be responsible for giving the program Chair a list of film titles for the program.
Request a T.V./VCR from the Annual Conference Chair.

The Graduate Student Chair shall:
Be appointed by the CCA President.
Be responsible for planning and implementing a reception for Graduate students.
Request a room for the reception from the Conference Chair.

The President’s Hospitality Chair shall:
Be the Hospitality Chair appointed by the CCA.
Plan and implement the President’s reception at the conference.
Arrange hospitality gifts for speakers.
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The Local Publicity Chair shall:
Be appointed by the Conference Chair
Coordinate all local publicity about the conference.
Contact other organizations that might be interested in the conference.

The Credentials Chair shall:
Be appointed by the Annual Conference Chair
Coordinate a committee to check name badges at general sessions/content sessions.
Be responsible for seeing ‘capacity full’ signs are placed at content sessions that have
reached maximum capacity.

The Message Center Chair shall:
« Be appointed by the Conference Chair.
Be responsible for setting up a message center where appropriate i.e.: hotel and/or
convention center and/or booth.
Schedule enough people to man the message enter for the hours of operation.
Determine the hours of operation and send them to the executive Secretary for printing in
the registration brochure.
Obtain the phone number of the phone in the center and send to the Executive Director(s)
for printing in the registration brochure.

The Keynote’s Hospitality Chair shall:
Be appointed by the conference Chair.
Arrange travel to and from the airport for the speaker.
Arrange meals/informal meetings for the speaker.
Coordinate with hospitality Chair to arrange a hospitality welcoming gift.

The Conference Hospitality Chair shall:
Be appointed by the Conference Chair.
Be responsible for gathering local information i.e., maps, coupons, pens, pencils, etc. to
be given to the general membership.
Arrange with the conference Chair for a table near registration to disseminate this
information.

The Arts/Decorations Chair shall:

- Be appointed by the conference Chair.
Arrange for any flowers and/or decoration needed for the conference as determined by
the conference Chair and/or the CCA President.
The Ads/Exhibits Chair shall:
Be appointed by the Conference Chair.
Work with the Conference Coordinator to determine space available, facilities hotel will
furnish, whether or not hotel charges for exhibit space, arrangements for setting up hotel
charges for exhibit space, arrangements for setting up booths, and time when exhibits can
be set up and dismantled.
Select exhibitors/ads to be contacted from lists of previous exhibitors/ads and any new
ones which might be appropriate.
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Contact prospective exhibitors in early summer on official stationery of CCA outlining
the following things:

Give date and place of workshop.

Give place, date, and time exhibits can be set up and taken down.

Give space to be allowed, size of tables, etc.

Indicate coffee hours, meetings, general sessions, and emphasize the time schedule of
exhibits during the workshop.

Indicate the approximate number of persons expected to attend and their general
backgrounds.

Explain rental booth fees, indicating that these fees will be used to help defray cost of
workshop and general operation of CCA.

After exhibit commitments are in, plan area of exhibits so that commercial firms and
service or non-profit organizations are mixed and so that general display is attractive.
Arrange with hotel/civic center for needed equipment and services.

Arrange for publicity in the printed program to include a list of exhibitors and names of
representatives, if possible.

Arrange name tags and free registration for exhibitors with person in charge of
registration.

Compile and present to the Program Chair, the camera-ready advertisement copy
provided by the advertiser.

Compile a list of exhibitors and assign exhibit space.

Receive payment from the exhibitors/advertisers and forward to the Executive Secretary.
Work with the hotel/civic center contact person to arrange for exhibit area set-up and be
available to greet and answer questions for exhibitors during arrival and set-up.
Arrange for coffee for exhibitors.

The Public Relations Chair shall
Be responsible for workshop publicity with the following guidelines:
= Obtain necessary information from Program Committee Chair.
Arrange for statewide and local news releases.
Obtain pictures and biographical data on speakers to be furnished to those introducing
speakers.
Get newspaper reporters for main speaker.
Arrange for coverage by radio and television if possible.
Arrange for photographer to be present and take pictures throughout the workshop.

The Entertainment Chair shall:
Be appointed by the President and Annual Conference Coordinator.
Be responsible for planning, scheduling, and promoting one or more entertainment events
sponsored by CCA.
Ideas for the type of entertainment event are obtained through a brainstorm session
with the Annual Conference Committee. Whether an event is affordable or feasible is
determined by the Annual Conference Committee in consultation with the Governing
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Council. Should an event be scheduled, those in charge of entertainment are
responsible for all details.

The Exhibits/Advertisements Chair shall:

«  Work with the Annual Conference Planning Committee to arrange for exhibit space and
gather and disseminate necessary information for exhibitors.

« Mail a letter of invitation to potential exhibitors and advertisers compile and present to
the printer or Program Chair, the camera-ready advertisement copy provided by the
advertiser.

- Compile a list of exhibitors and assign exhibit spaces.

« Receive payment from the exhibitors/advertisers and forward to the Treasurer of CCA.

«  Work with the hotel/conference center contact person to arrange for exhibit area set-up
and be available to greet and answer questions for exhibitors during arrival and set-up.

CCA Session Selection Procedure
Content program proposal forms shall ask those submitting proposals to indicate the intended
sponsor for the program. Sponsors may be a division of CCA (for programs of general interest).

The number of content program slots shall be determined by the Conference Chair, taking into
consideration the number of slots allotted in the past years, and the number of rooms available
for content programs.

Pre-Registration and On-Site Registration

The Executive Director coordinates pre-registration and on-site registration for the Annual
Conference and provides reports on such activity to the Governing Council and CCA
membership. Specific responsibilities include:

« Serves on and attends the meetings of the Annual Conference Committee.

« Assists in setting advance and on-site registration fees, deadlines for material to be
received for mail outs, and target dates for mailing advance registration material.

= Arranges for revision, printing, and mailing of advance registration material and program
information to all current and lapsed CCA members, and other interested groups and
individuals, with the assistance of the CCA secretary.

« Receives and processes all advance registration forms, and deposits all checks and
money.

= Prepares registration packets (information) for each advance registrant.

« Requests on-site posters, signs, etc., relating to registration from the Annual Conference
art and decorations Chair.

« Responds to telephone and written inquires about the Annual Conference.

«  Works with CCA membership Chair, CCA treasurer, Annual Conference Chair and the
CCA secretary to coordinate the workers at the Annual Conference process new and
renewal memberships, distribute advance registration packets, and on-site registration
(including the collection of dues and fees).
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Provides supplies necessary for advance and on-site registration. Oversees the physical
arrangements and procedures for advance and on-site registration at the Annual

Conference site.
Provides reports of advance and on-site registration figures to the Governing Council and

to the CCA membership.
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