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NEW MEXICO ASSOCIATION

Revised January 2009
Officer Candidate Check-Off List

Officer Candidate Packet:

· CTSO State Officer Application Form 

· Candidate Cover Letter (Indicating reason for applying for and qualifications)

· Advisor Letter of Recommendation

· Typed Biographical Sketch or Resume

· Sealed Official HS Transcript

· 100 Word Statement (Hard Copy- Candidates signature on bottom) ”Why I want to be a HOSA Officer”
· Nomination Form for the State Officers. 
Completed packets must be mailed to CTLP address with attention to HOSA State Officer Application thirty days prior to state leadership conference. 
Please keep copies of all forms for your records.
HOSA
NEW MEXICO ASSOCIATION

OFFICER CALENDAR

If elected as a State Officer for HOSA, I agree to participate in the following events:

· Summer


Officer Leadership Training
· September/October

all Planning Meeting

· October /November

Fall Leadership Conference
· January


State Planning Meeting

· January/February

CTSO Day – Santa Fe

· February/March/April
State Leadership Conference

· June
 


National Leadership Conference

HOSA
SECONDARY and Post Secondary DIVISION
NEW MEXICO ASSOCIATION

GUIDELINES FOR

LOCAL ADVISORS OF STATE OFFICERS

Guidelines 1

We appreciate your support in running a candidate for office! You play a key role in developing our officer candidates. In fact, your student is most likely enthusiastic about leading our organization because of the encouragement they received from you! However, having an officer also requires the commitment and dedication of the local advisor. Please review the following and sign the form below to indicate you are aware of your advisor responsibilities in sponsoring an officer candidate:

1. I agree to run only candidates that I feel have the character and maturity to lead HOSA as an officer. I also pledge to encourage our HOSA chapter to fully support our officer during his/her term in office. I have discussed the STATE OFFICER RESPONSIBILITIES with my candidate and feel confident that they are capable of successfully performing all the required tasks.

2. I agree that if my student is to win an office, we will review the officer schedule frequently and I will strongly recommend that he/she make HOSA Officer activities a top priority. We have reviewed the OFFICER CALENDAR and he/she understands that failure to attend required meetings may result in removal from office.

3. I will assist my officer in returning articles and other officer materials to the State Officer Coordinator in a timely manner.

4. I will discuss travel arrangements with my officer (see the “Officer Calendar”) and travel with him/her when necessary. I understand that the school is responsible for providing transportation to activities. I have also discussed with this candidate’s parent/guardian the travel requirements of the job and we feel that this candidate is capable of traveling unassisted on airlines or we agree to accompany them at our expense when traveling to required events. 

5. If my candidate is elected as Reporter, I will assist the State Officer Coordinator in making sure my student is diligent in putting together the “Advisor Update” newsletter and/or the NM HOSA Website and will have it available on or before the distribution dates.

We appreciate the valuable role HOSA advisors have in forming our state officer team. The future success of HOSA depends upon your ability to recognize leadership skills in your students! Thank you for your support! 

HOSA
SECONDARY and POST SECONDARY DIVISION

NEW MEXICO ASSOCIATION

GUIDELINES FOR

LOCAL ADVISORS OF STATE OFFICERS

Guidelines 2

The local chapter advisor plays a key role in the development of the state officer. Each year many questions are asked about the duties and responsibilities of the local chapter advisor who chooses to run a candidate for office. It is the responsibility of the local chapter advisor of a state officer (if he/she is still in high school) to see that the officer carries out all the assignments, duties, and responsibilities of the office. Those duties and responsibilities are listed below.

STATE OFFICERS (SECONDARY AND POST SECONDARY)

State officers are required to attend the following meetings during the year. (Failure to attend required meeting may result in removal of office.)

1. Officer Leadership Training during the Summer
2. Fall Planning meeting in September/October
3. Fall Leadership Conference in the Fall
4. State Planning Meeting in January

5. CTSO Day in Santa Fe in January/February
6. State Leadership Conference in February/March or April
7. National Leadership Conference in June

** Dates are subject to change depending on the set dates for the State and National Conferences.
Additional duties of a state officer include:

1. Conduct officer training sessions at the Fall Leadership Conference. The officer, with assistance from the local chapter advisor, will prepare the activities and materials for officer training sessions.

2. Perform all assignments designated by the State Officer Coordinator.

3. Perform all duties, responsibilities, and obligations as outlined in the State Officer Handbook.

4. To locate (with assistance of Advisor), read , and study the Suggested Resources’ listed below:

a. Roberts Rules of Order-Newly Revised, and New Mexico HOSA Association, Secondary Division Constitution and By-Laws
HOSA
SECONDARY and Post Secondary DIVISION

NEW MEXICO ASSOCIATION

OFFICER CANDIDATE INFORMATION

Guidelines 3

Chapter associations in good standing may submit no more than two (2) total candidates; Secondary candidates must be sophomores or juniors when running for office and have a minimum of a 2.0 GPA on a 4-point scale. Candidates must be active members of NM HOSA.  (Article IV, Section 3, NM HOSA Bylaws
Five state officers are elected for HOSA, New Mexico Association. Four officers will be elected from the Secondary Division and one officer from the Post Secondary Division.  

State officer candidates must request an officer candidate packet from his/her advisor. 
The completed packet is to be received thirty days prior to state leadership conference. 
The state officer candidates will indicate on their form their first, second, and third choice for office. 

The installation of officers will be conducted during the Awards Session to be held on Saturday evening.
HOSA
New Mexico Association, Secondary and Post Secondary Division

STATE OFFICER CANDIDATE HANDBOOK

The purpose of this handbook is to provide information to local chapters and prospective state officer candidates concerning campaign and election regulations. Questions are to be directed to the CTLP Office.

Number of Candidates per Chapter

Each chapter may have a maximum of two (2) candidates per school. The Chapter Advisor is the only person authorized to determine which students may be declared applicants for State Officer Candidacy.

Advisor Responsibilities


1.
To make this handbook a permanent part of the local chapters library of State Association materials.

2. To discuss qualifications and duties of state officers with prospective candidates.

3. To establish a local screening procedure to determine which students are qualified.

4.  To make this handbook, candidate forms, and a copy of the latest revision of the New Mexico Association, HOSA Constitution and By-Laws available to prospective candidates.

5. To assist prospective candidates in locating the ‘Suggested Resources’ needed to complete the candidate forms.

6.  To review, sign, and mail candidate forms and official transcript to the CTLP Office by the designated postmarked deadline. Failure to do so will result in disqualification.

Candidate Responsibilities

1. To accept and fulfill the responsibilities of any State Officer Team position to which elected by the Voting Delegates.

2. To be a current, dues-paid member of both the State and National Associations.

3. To have a 2.0 GPA based on a 4.0 scale for the preceding year and provide an official transcript signed by the local school administrator.

4.  To complete, sign, and submit all candidate forms and transcript by the designated postmark deadline. Failure to do so will result in disqualification.

5. To review and observe all campaign and election regulations.

Campaign Regulations

Candidates, voting delegates, chapter members, and chapter advisors must follow all Campaign and Election Regulations. Failure to do so may result in disqualification of the candidate.

Official Starting Time

1. Verbal campaigning may begin immediately at the state conference.  
2. Campaigning may not be conducted prior to State Conference including, but not limited to:  mailings, meetings, or phone calls to solicit support.

Campaign Materials

General Guidelines

1. There will be no props, favors, or other campaign materials distributed during the campaign
Specific Guidelines

1.  Visual aids or audio-visual productions are NOT permitted
Attire

All Candidates, voting delegates, and chapter members are to dress professionally for all conference activities unless otherwise noted in the State conference program.

Candidate Seating

1. Candidates (and campaign managers if they wish) must be seated in the reserved section designated at least five minutes prior to the start of the Session that speeches are given.

Voting Delegate Seating

The HEAD VOTING DELEGATE (1 per chapter) must announce how many voting delegates are present from their chapter at the time of roll call during the First General Session.

All voting delegates must be seated in the reserved section designated at least five minutes prior to the start of the business session when speeches are given. Voting delegates not seated for roll call will be disqualified from voting.

Candidate Speech & Forum
1. The Candidate may not use note cards.

2. The Candidate may not refer to a specific State Officer Position.

3 The speech will be timed and is limited to five (5) minutes.

4. The Candidate may be introduced by a Campaign Manager, who may use only thirty (30) seconds of the five (5) minutes.

5. The Candidate will be given a time warning when thirty (30) seconds remains.

6. The Candidate who exceeds five (5) minutes will be stopped.

Participation Procedures

1. Voting delegates, chapter members, and advisors are encouraged to visit with the Candidates during the State Conference.

2. All members can listen to the candidate speeches. However, everyone except the voting delegates will be dismissed during the actual balloting. Numbered ballots will be available by Chapter during the state officer speech session.

Election Regulations

General Information

1. A Chapter must submit the initial membership roster and pay both State & National dues by the designated Postmark Date in order to be allocated voting delegates. The number of voting delegates allocated is 2 votes per chapter.

2. A Chapter may lose voting privileges if voting delegates are absent for roll call during any session the state conference program states that they need to attend.

3. All ballots will be tabulated by State Staff/HOSA Board.

Candidate Recognition/Finalist Announcement

General Election Procedures

1. Only chapter Voting Delegates may cast a General Election ballot.

2. Ballots will be provided to voting delegate only. Each voting delegate will cast 4 votes on one sheet for secondary candidates & 1 per post secondary candidates. They are to circle the number given to the candidate. From those votes cast, the candidate receiving the most votes will get their preference of office. The second highest vote will get their preference; until all positions are filled. Only one vote will be cast for the Post Secondary position.

3. Results of the General Election Ballot will be announced during the Installation Session.
The campaign rules and regulations must be strictly adhered to at the conference.  ANY VIOLATION OF CAMPAIGN RULES WILL RESULT IN DISQUALIFICATION OF THE CANDIDATE.
State Officer Duties

General Duties

1.  To attend all State Officer meetings to include but not limited to: Voting Delegate at the National Leadership Conference following the election of the position. (Not attending the national conference will not disqualify the candidate from office) (However, if the state officer does attend national conference and is the state voting delegate and refuses to attend the assigned meetings as stated by the state advisor the state officer will be removed from office), State Officer Training Conference during the summer, Fall Leadership Conference in Sept/Oct, State Planning meeting in January, Legislative Day in Santa Fe in January/February, State Conference in March and NLC in June.

2. To write at least one article for submission to the monthly “Advisor Update” according to guidelines provided by the State Advisor.

3. To work cooperatively with all State Officer team members to establish goals and objectives and a program of work for the year.

4. To be available as necessary to promote the general welfare of the New Mexico Association of HOSA and its members.

S. To strive to increase higher knowledge of correct parliamentary procedure.

6. To perform or assist in the performance of any other duties which may be requested by New Mexico Association members, advisors, CTLP staff or State Officer Advisor.

Specific Duties

President -To preside over all meetings at all meetings of the State Association and Executive Council; appoint committees as necessary; serve as ex-officio member of all appointed committees; and in cooperation with the Secretary, prepare an agenda for each meeting of the Executive Council or State Association conference.

Vice President -To serve in any capacity as directed by the President and to accept the responsibilities of the President as occasions may demand; to assist the President by meeting with all committees to coordinate the program of work and ensure that all activities are in keeping with association practices; and to encourage local member participation in the Torch Awards Program

Secretary -To serve in any capacity as directed by the President; to keep a complete and accurate account of proceedings of the meetings; read the minutes of meetings an call president’s attention to any unfinished business; advise the president on matters of business to be taken up or business procedures to be followed; read correspondence directed to the group.

Reporter/Treasurer-To serve in any capacity as directed by the President; serve on committees; send a monthly update to the CTLP office to print in the “Advisor Update”

Post Secondary Representative-Serve as a representative of the Post Secondary division program; to serve in any capacity as directed by the president; serve on committees
HOSA

NOMINATION FORM FOR STATE OFFICERS

Serving as a STATE NM HOSA OFFICER is a twelve-month commitment to the organization.  Therefore, it is vital that all members who aspire to become state officers are highly qualified, able, and willing to assume the responsibilities required of all state officers.

Read carefully and study the statement below before submitting this form to your Chapter Advisor.  After discussing the responsibilities of a STATE NM HOSA OFFICER with parents, local chapter advisor and school administrators, candidates should submit this form to the Chapter Advisor for consideration.  When the Chapter Advisor is totally convinced that the candidate will be able to carry out all responsibilities of a STATE NM HOSA OFFICER, the Chapter Advisor will sign this form and send it to the State NM HOSA Headquarters.


STATE OFFICER CANDIDATE'S STATEMENT

If elected a State NM HOSA Officer, I will dedicate one full year of service to the organization.  I will serve my entire term of office and will promote the goals and objectives of NM HOSA.  I will project a desirable image of NM HOSA at all times.  I will be available for the State Officer Training Session during the summer, and will fulfill and complete all obligations and assignments which are given me as a member of the State Board of Directors of the Health Occupations Students of America.

Candidate's Signature   _______________________________________________  

Parent's Signature     ______________________________________________       
HOSA State Offices (President, Vice President, Secretary/Treasurer, Reporter, Post Secondary Representative)

1st Preference of Office ________________________________________

2nd Preference of Office  _______________________________________   

3rd Preference of Office    ________________________________________  

CHAPTER ADVISOR'S STATEMENT

It is my belief that this candidate will fulfill the responsibilities of a State NM HOSA Officer.

NM HOSA Chapter Advisor's Signature                                                                                   Date                      

**
Please send form by March 1st to:
Weslyn Browning, HOSA State Advisor
PO Box 1653, 

Lovington, NM 88260

No faxes or hand deliveries will be accepted!






