Business Professionals of America

New Mexico Association

Constitution Handbook

Updated September, 2007

Article 1.0 
Name

1.1 The official name of this organization shall be "Business  Professionals of America, New Mexico Association".
Article 2.0 
Purposes

2.1 
To develop the students leadership in the field of career/technical education 
.
2.2 
To help the students improve in social intelligence, personality, and attitude formation and development.

2.3 
To develop a respect and increased interest in career/technical education .

2.4 
To unite the state club members in a common bond without regard to race, creed, or national origin of students enrolled in classes with career/technical education employment as their objective.

2.5 
To develop an appreciation of civic and social obligations of those engaged in career/technical education occupations.

2.6 
To improve the students' knowledge of the office and career/technical education through co-curricular club activities.

2.7 
To develop in the students an understanding of ethics in business.

2.8 
To encourage student growth and poise.

2.9 
To promote for useful purposes the ambition of the students.

2.10 
To promote Business Professionals of America as a useful and helpful organization for students enrolled in career/technical education.

2.11 
To develop an increased interest in good citizenship.

2.12 
To help weld the state into a useful and gainful whole as Business Professionals of America, New Mexico Association.

Article 3.0   Emblem, Colors, and Tagline

3.1 
The emblem of the state and local chapters in New Mexico shall be the official insignia authorized by the National Business Professionals of America.

3.2 
The colors of the State Association shall be those used by the National Business Professionals of America.

3.3 
All students who are members in good standing in their career/technical education classes and whose state and national dues are paid in full shall be eligible to wear the club emblem.

3.4 
Organization blazers, uniforms, emblems and colors of the state organization shall follow those prescribed by the National Business Professionals of America.

3.5 
New Mexico shall use the national tagline:

Today's students. Tomorrow's business professionals.
.

Article 4.0   Organization

4.1 
Business Professionals of America, New Mexico Association, is an association of chartered local chapters. Students shall be members in local, regional, state and national levels of Business Professionals of America as required.



4.2 
The Board of Directors of Business Professionals of America, New Mexico Association or its appointed representative shall act as official treasurers for their respective divisions of the New Mexico Association.

4.5 
The structure of the New Mexico Association shall be composed of regions consisting of local chapters. The structure shall also provide for divisions of secondary and postsecondary and any other nationally and state sanctioned divisions that may evolve in the future. Any modifications or expansions shall be the responsibility of the Board of Directors.

Article 5.0   Membership

5.1 
The membership of the New Mexico Association shall be the chartered local chapters and their individual members. Members must pay both state and national dues.

5.2 
Active members shall be students enrolled in a middle level, secondary, post-secondary, or special programs of career/technical education  as approved by the New Mexico Public Education Department. Official delegates to association meetings shall be chosen from active members.

5.3 
Associate members are students designated by the chapter advisor to be future enrollees in the vocational career/technical education  program. Associate members may pay state dues as established by the New Mexico Association, but shall be ineligible to be voting delegates or to participate in contests for the purpose of advancing to the national conference.
5.4 
Professional members may be persons associated with or participating in the professional development of Business Professionals of America as approved by the State Association.  Such members may include teachers, teacher-coordinators, teacher educators, supervisors, persons enrolled in pre-service teacher-education programs, employers and/or training station sponsors, advisory committee members, business and industry personnel, and others willing to contribute to the growth and development of the organization. Professional membership will be an honorary-type membership and they will not be active in voting or participation in contests or other events.

5.5 
Honorary members will be chosen leaders from the fields of education, business, and government. These members may be chosen by the state advisor, advisory committee, or by a vote of the membership.

Article 6.0  Voting

6.1 
All chapters that have paid their dues may vote through their voting delegates.

6.2 
In voting for state officers or in other state voting, each chapter will be allowed two votes.

6.3 
Whenever possible for the state to hold a delegate assembly, voting will be conducted at this assembly. When this is not possible, voting will be by mail ballot.

Article 7.0 
Officers

7.1 
Qualified candidates for state offices for each division shall be selected by majority vote of the voting delegates of that division at the state delegate assembly. The offices shall consist of a president, vice-president, secretary, reporter, and middle level ambassador.

7.2 
State Officer candidates of the secondary division must be Sophomores or Juniors and must be enrolled in an approved program/class during the year they serve as a state officer.  State Officer candidates for the middle level division must be enrolled in an approved business program/class during the year they serve as a middle level ambassador.

7.3 Officers terms of office shall be from the end of the National Conference in the year which they are elected until the close of the following National Conference.

7.4 Replacement of an officer will not be made.
7.5 7.5


Each school may enter no more than two candidates for state office.
Article 8.0   Meetings

8.1
A state conference (competitive events) and a Fall Leadership Conference may be held each year. The sites will be determined by the Board of Directors or designee. Regional conferences (competitive events) will be held prior to the state conference at a date set on the New Mexico Activities Association calendar. The sites of the regional conferences will be determined by the member chapters of each region.

8.2
Parliamentary procedure of all meetings will be governed by Robert's Rules of Order, Newly Revised.

8.3 Special meetings may be called as necessary by the Board of Directors or designee.
8.4 Quorum defined as—simple majority (one half plus one)
Article 9.0   Dues

9.1 
The membership year shall be from September 1 to August 31.

9.2 
State dues shall be stated in the policy and procedures of this constitution.

9.3 
Dues shall be paid before participation in any official activity of the association.

9.4 
Dues shall be payable on or before the deadline date(s) stated in the policy and procedures.

Article 10.0   Amendments

10.1 
Proposed amendments must be presented, in writing by a local chapter to the Board of Directors. If the Board of Directors votes in favor of the proposed amendment, it will be submitted to the membership at large for a vote at a time and place determined by the Board of Directors or designee. A mail ballot will be allowed. A two-thirds majority of voting delegates (or chapters) will be required to amend the constitution.

Article 11.0 Rules, Regulations, and Policies
11.1 
Rules, regulations, and policies will be adopted as deemed necessary in the proper conduct of this organization--so long as they are not contrary to this constitution or its stated purposes.

Business Professionals of America
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Section 1.0
Dues

1.1 
Local Dues

The assessment and amount of local chapter dues shall be determined by the local chapter.

1.2
 Regional Dues

The assessment and amount of regional dues shall be determined by the regional chapters.

1.3 
State Dues

New Mexico is a unified dues state. Students must belong to both the state and national organization.

1.31 
Dues will be submitted as directed by the Board of Directors or designee.

1.32 
Initial dues/roster must arrive in the state/national offices by November 1.
(See membership procedure - Section 17)

1.33 
Final membership rosters/dues must be received in the national and state offices by February 15.
1.34 
State dues shall be $7.00 per member for Secondary and Middle Level.
1.35 
National dues are established by the national constitution.

1.36 
Students must pay dues prior to participating in regional and state competition.

1.37 
Appeal Procedure (State Participation Only). If an active member has paid dues prior to the established deadline(s), but through no fault of his/her own the dues were not received in the state office, the following procedure will be followed to establish proof of payment:

Provide an official school receipt showing state and national dues paid, signature of person receiving dues, and the receipt number (all receipts must be shown as a part of a series with sequence documented), or a canceled check. Include a statement from persons related to the case explaining the situation in relation to the late receipt of dues.

Section 2.0

Advisors
2.1 
Local Advisors


The teacher or teacher/coordinator of each Career/Technical Education will serve as an advisor of his/her Business Professional of America chapter.  However, an alternative advisor may be appointed as deemed necessary by the school administration.

2.2 
Regional Advisors

a. Regional advisors shall be determined based on the Rotation Schedule published on the CTLP website.
b. The term of Regional Advisor shall begin and end with the school year.
2.3 
State Officer Coordinator
The state officers’ coordinator will be the new State President Chapter Advisor. The appointment is for a one year term and will coincide with the state officers’ terms of office. The coordinator will provide direction to state officers throughout the year and at the state and national conferences and will provide other assistance as requested by the Board of Directors or designee. The state office coordinator will receive a $500.00 stipend.
Section 3.0

Operational Procedures

3.1 
Local

Operational procedures for local chapters are determined by the approved chapter constitution.

3.2 
Regional

Regional operational procedures are determined by advisors and officers of each Region.

3.3 
State

The operational procedures for the state association are determined by the approved State Constitution and by-laws.

Section 4.0

Board of Directors

4.1 
Purpose

The Board of Directors shall serve as an advisory board for the New Mexico Association. They will develop policy and procedures. 

4.2 
Membership

The Board of Directors may be composed of Chapter Advisors (one elected from each of the regions to serve two year terms), the Chair, a Middle School Teacher/Advisor (to serve two year terms), a Business and Industry/Alumni (to serve two year terms), a Public Education Department representative (to serve two year terms),and State BPA President.  Ex-officio members shall be the CEAC Representative and State Officer Coordinator.  Board members will serve on a two year rotation schedule found in the appendix or on the www.nmctso.com website.
4.2.1 
The officers shall consist of the Chairman who will be appointed by the Board of Directors to serve a three year term at the will of the Board.  The Chairman will appoint both a Finance and Program Chair.  On the third year of the chair’s term, a chair-elect will be nominated and voted for by the Board of Directors.  The Board Chairman will appoint a member of the Board to serve as recording secretary for meetings.


4.2.2
If a Board of Director member misses two of four meetings (without sending a proxy), that member will be replaced.  The Chair will contact the Advisors in that member’s region for recommendations for a replacement.

4.3 
Meetings

Meetings will be held as necessary and called by the Board of Directors. In the event a member is unable to attend a meeting, they should name a replacement for that meeting.

4.4 
Expenses

Board members may be reimbursed for actual expenses (gasoline/housing/meals) for meetings.

4.5 Voting

When a board member is unable to attend a meeting, that member may give written proxy (authorization) to another Advisor (from that Region) to represent the Region at a Board meeting, or vote by an absentee vote.

When necessary, the Board Chairman may poll Board members by electronic means.  This shall be considered a proper means for the Board to conduct business.

Section 5.0

CEAC Representative

5.1 
The Classroom Educators' Advisory Committee representative shall be appointed by the Board of Directors or designee.

5.2 
The term of this appointment shall be as prescribed by the national office.

5.3
Expenses to the summer CEAC meeting will be paid.  The national office may assume part of the expenses.
Section 6.0

Member Conduct

Business Professionals of America is an integral part of the instructional program and emphasizes respect for the dignity of work and high standards in workmanship, scholarship and ethics.  Professionalism is to be promoted at all times.  Individuals are expected to follow the code of Ethics, as well as respective local school behavior policies.  The Code of Ethics states:

Each individual assumes a number of obligations, one of which defines professional conduct.  This Code of Conduct is an extension of the classroom situation.  A professional code of conduct is required as would be proper for the classroom.  This means that during Business Professionals of America membership, individuals are responsible for maintaining a high professional standard of conduct.

6.1 

Delegates Conduct Guidelines 
1. The term “delegate” shall mean any member of Business Professionals of America.

2. Delegates shall abide by the bylaws and/or constitution of our respective organization, all policies and directives issued by the organization and by the local school district policies during their membership.

3. All BPA delegates must meet the interscholastic requirements of the New Mexico Activities Association.

4. Delegates shall keep their adult advisors and/or sponsors informed of their activities.

5. Delegates maintain 2.0 GPA and shall give a copy of their progress report to their advisor every grading period.  

6. Delegates will use wholesome language in all speeches and informal conversations including but not limited to electronic communication.

7. Delegates will avoid participating in and actively discourage any conversations which belittle or downgrade fellow CTSO members, officers, and adults.

8. Delegates will avoid participating in and actively discourage any activity that may include illegal activity.  i.e. drugs, alcohol or tobacco, sexual harassment etc…

9. During a BPA members term of membership they will avoid public displays of affection with any person at any school activity or BPA function.

10. Delegates will maintain proper dress and good grooming on all occasions.

11. Delegates will immediately separate from any situation in which a violation of this code of ethics has occurred and report the violation to an adult.  This includes situations in which the delegate is not present, but has direct knowledge of.

12. Delegates will observe all penalties for violations of this code of ethics imposed at the discretion of their advisor, school official, and Board of Directors for Business Professionals of America.

6.2 
The member, parent or guardian, school administrator, and chapter advisor will sign delegate conduct forms before the student member can participate in a local chapter and/or attending conferences designated by the BPA board.  The forms will be retained by the chapter advisor and will be in their possession at all conferences.
6.3 
Problems with member conduct will be handled first by the chapter advisor—then if necessary by the Board of Directors or designee.  If at the local school, the designee can be a school official and local advisor. 


6.4  
Removal of Membership as failing to comply with 6.1
a. Delegates who have allegedly associated or participated in illegal activity shall be placed on suspension until conduct has been cleared or found guilty.

b. When delegate has been found guilty of an illegal activity it will result in termination of membership. 

c. Guilty by association will result in delegate being placed on suspension determined by Board of Directors.  If violation occurs at the local school level, suspension will be determined by school official and advisor.

d. Delegates not maintaining a 2.0 will follow NMAA regulations. 

e. Delegates who fail to comply with 6.1.5, 6.1.6, 6.1.9 and 6.1.10 will first be given a written warning in which both parties shall sign and the delegate will write a written response to the warning.  Second non-compliance to any violation will result in termination of membership. 

Section 7.0

State Officers

7.1 
Qualifications
In addition to the qualifications in the constitution, officer candidates must meet the following criteria:

7.11 
Submit a state officer packet by deadline designated as founded in state officer application.

7.2 
Duties

State officers will be responsible for duties normally associated with their specific offices. They will be responsible to carryout assignments given by the State Officer Corrdinator, Board of Directors, or designee.

7.3 
Officer Candidate Campaigns

7.31 Candidates may distribute campaign material as as stated in the NM Officer Candidate Handbook Guidelines. No material of any kind is to be affixed to walls! It is the responsibility of all candidates to ensure that the conference site does not become littered with campaign material. All campaign material (exception of buttons, pin-on's, etc.) is limited to the election/caucus room.

7.32 
Speeches

All candidates will have the opportunity to give campaign speeches during the officer candidate assembly. Time limitation for speeches (including nomination speeches) will be two minutes.

7.4 
Election Procedures

7.41 
Voting delegates will report to the assigned room at the time indicated. Doors to the assembly area will be closed at the designated time and a roll call of chapters will be held to establish the total number of votes possible. After the roll call--the vice president will not allow late arriving delegates to be seated. No additional delegates will be seated once voting has begun.

7.42 
Ballots will be distributed to voting delegates. The ballots will then be collected and counted (by the Board of Directors). The candidates receiving the most votes on the first ballot will be elected. A tie vote will result in an additional ballot for that office.
7.6 Officer Grade Checks
Every grading period a copy of the official report card shall be signed by the chapter advisor and will be faxed to the state officer coordinator.
7.6 
REMOVALS from office
a. Any state officer who fails to adequately perform the duties of the office will be removed from office.

b. Any state officer member who fails to attend any announced meeting without just cause (illness, death in immediate family, or an unforeseen emergency) shall be placed on probation for a period of time to be determined by the Board of Directors.

c. Any state officer whose behavior while in the performance of duties is contrary to published rules of conduct or whose behavior is injurious to the image of this association shall be removed from office.

d. A state officer who fails to maintain a 2.6 grade average or above shall be placed on probation for one grading period.  Failure to bring up grades shall result in removal from office.

e. Removal from office carries the obligation of repayment of chapter, district, and state funds used to maintain the executive council member in office.

f. The executive board members shall be convened to assess each case which may result in removal from office.

Section 8.0

Regional Conferences

8.1 
The state shall be divided into Regions as determined by the Board of Directors or designee.

8.2 
Each Regional advisor will be determined by the rotation schedule posted on the CTLP website and/or appendix.
8.21 
Duties of Regional Advisors are to organize annual regional conferences, establish regional deadlines and collect registration fees and pay bills.  Regional Advisor will submit to the Board of Directors an account of revenue and expenses incurred during  the ending of fiscal school year.

8.3 
Each region will hold a competitive events conference on date(s) set by the Board of Directors and Submitted to the New Mexico Activities Association calendar of activities. All advisors in the region will assist the Regional Advisor as requested in preparing for and conducting the conference. Information concerning events to be conducted and numbers to advance to the state conference is contained in Section 9.0.

8.4 
All questions regarding grading or judging MUST be resolved before leaving a Regional Conference. There is absolutely NO APPEAL PROCESS after a Regional Conference is closed!!

8.5 
Chapter advisors are responsible for "thoroughly and carefully" reading all competitive event guidelines and are responsible for making sure that they have students entered in appropriate events (check eligibility guidelines in Workplace Skills Assessment Program) and that they follow to the letter time lines and other requirements for events completed at their schools.

8.6 
All judged events will be conducted at regional conferences. All Workplace Skills Assessment Program guidelines will apply.

8.7
All events (except judged events) will be administered at local schools. Advisors will bring completed events to the regional conference to be graded as directed by the Regional Advisor.  

8.8
The number of students/teams advancing to a Regional Conference from each chapter are eight for competitive events, six for judged event, and three team events.

Refer to Workplace Skills Assessment Program Guidelines for number of events a student may enter.

8.9
General events will be conducted in the same manner as other events. Regions will recognize students in these events as they do other events. However, students DO NOT qualify to advance to state or national conferences in General Events.

Section 9.0

State Conference

9.1 
The state conference will be held each year as scheduled by the Board of Directors and submitted to New Mexico Activities Association calendar.

9.2 
The Board of Directors/Designee will contract with a state judge coordinator and Competitive Events Coordinator to facilitate competitive events.  See job descriptions in Appendix.
9.2.1
Timeline for competitive events coordinator.  August meeting, board of directors approves job description, finance committee appropriates money and Board of Directors approves appropriations.  September job description will be released.  Next board meeting award contract by November 1 and starting date of November 1.
9.3 
Each chapter will have a ratio of adults/students that will ensure that students are properly supervised (recommendation is one adult for every ten students). Chapter advisors are responsible for orienting students and sponsors about the conduct expected at all times.

9.4 
Chapter advisors will be assigned to work competitive events. Every effort will be made to place advisors in areas of their preference.  Chapter advisors who fail to show up for assignments will be assessed a $25 penalty.
9.5 
Contest material will not be returned to students.

9.6 The number of students/teams advancing to the State Conference from each Region will be 
9.7 eight for competitive events, six for judged events, and three team events.






As per Workplace Skills Assessment Program Guidelines, each student may enter only two events - and only one may be a team event.

9.8 Chapter advisors are responsible for "thoroughly and carefully" reading all competitive event guidelines and are responsible for making sure that they have students entered in appropriate events (check eligibility guidelines in Workplace Skills Assessment Program) and that they follow to the letter time lines and other requirements for events completed at their schools.
9.9 State Voting Delegates

A. Each local chapter in good standing is entitled to send two voting delegates, who shall be chosen from the active members, to the Spring Leadership Conference.

B. The quorum for transaction of business shall be a majority of the registered voting delegates present and voting at the meeting.

Section 10.0

National Conference

10.1 
Numbers eligible to attend the National Conference are determined by the National Office.

10.2 
Local school administrations are responsible for establishing their own regulations for attending National Conferences.

10.3 
The number of National Officer Candidates eligible from New Mexico is set by the National Association. If more than the allowable number desire to run for National Office, the voting delegates at the State Conference will cast votes to decide those to run from New Mexico. The office for which candidates may run will be based upon the number of votes they receive--with the candidate receiving the most votes having first choice--and other candidates in the same manner until all available positions are filled.

10.4 
National Voting Delegates
a.  The head voting delegate shall be appointed by the state officer coordinator.

b.  Eligible national voting delegates will be newly elected state officers, a local chapter member or a state event winner attending the National Leadership Conference.
Section 11.0

Finances

11.1
The conference registration fee will be set by the Board of Directors. A budget will be presented to the Board of Directors for approval. Schools that do not stay at the designated hotel where the conference is being held (if rooms are available) are required to pay $25.00 per chapter fee.
11.2 
Cancellations made (postmarked in writing) by close of registration 100% refund. Cancellations after this time (through completion of conference registration) will be charged a $20.00 penalty per registered participant. 
11.3 
State Officers will be reimbursed for expenses as follows:

11.31 
The following expenses shall be covered for State Officers during their term:

Blazer 
Name Badge 
Officer Training Meetings
Chapter advisor responsible for appropriate transportation for officer. (Refer to Section 16). In P & P



State Conference Registration (hotel cost covered for first night)



Officers will receive $100.00 towards their cost to attend the National Conference.  This will be paid to their local chapter after they have fulfilled their duties as outlined by the State Officer Coordinator at the national conference.
11.32 
State officers are responsible for expenses for meetings attended outside their official term of office.

11.4 
All finances will be handled by the Board of Directors and  Finance Committee Chair.
Section 12.0  
New Mexico Appeals Procedure

12.1 
Grievances must be submitted in writing to the Board of Directors in care of the Board Chairman or designee within five (5) days after the incident being appealed. The Board of Directors or designee will take the matter under consideration and will determine when and how the grievance will be addressed.

12.2 
Any grievance postmarked within five (5) days after the incident being questioned will be considered timely. Failure to appeal within the times specified is a waiver of any right to appeal.

12.3 
If a satisfactory solution is not reached through the New Mexico Appeals Procedure, the matter may be appealed to the New Mexico Activities Association.

Section 13.0 

NMAA Appeals Procedure

13.1 
Any decision of the Business Professionals of America-New Mexico Association—by which a student and/or school is aggrieved shall be appealed to the Review Board of the New Mexico Activities Association, if appealed, and such appeals shall be heard de novo.

13.2 
If aggrieved by the determination of the Business Professionals of America—New Mexico Association, the student and/or school shall have a right to appeal that decision to the Review Board of the New Mexico Activities Association. Such appeals shall be initiated by a sample letter from the school. Such a letter, requesting the decision be reviewed by the Review Board, shall be sent to the New Mexico Activities Association Executive Director within five (5) days after notification is received from member organization indicating determination if that organization. If such letter or request is postmarked within five (5) days after receipt of notification, it shall be timely. Failure to appeal within the time specified is a waiver of any right to appeal.

13.3 
New evidence will not be allowed unless not in existence at the time of the decision by the member organization or which, although in existence at the time, was not discovered, although due diligence was exercised.

Section 14.0 

Bad Weather Policy--Regional

The following policies will apply when weather or transportation problems cause a school to miss or be late for a conference:

14.1 
If it is probable that a majority of schools in a Region will be unable to get to the conference site because of bad weather, the Regional Advisor will cancel the conference and reschedule as quickly as possible.

14.2 
In the event a school is late to a Regional Conference because of bad weather or transportation problems, the Regional Advisor must be notified as soon as possible and the Regional Advisor will make a determination as to whether or not the school could still arrive at the conference in time for their students to compete (possibly judges could not be held over).

14.3 
In the event a school is unable to attend a Regional Conference because of bad weather or transportation problems--the following procedure will be followed:

The local chapter advisor will immediately notify the Regional Advisor of the fact that their school will not be attending the conference.

The principal of the school affected will write a letter to the Board of Directors or designee verifying that the school did not allow the students to travel due to bad weather or transportation problems. The chapter affected may then take one student/team to the state conference in events they were entered in at the regional level.

Section 15.0 

Bad Weather Policy State Conferences

15.1 
In the event of bad weather during a State Conference--the conference will proceed as scheduled.

15.2 
Activities at the State Conference will be altered as possible to accommodate schools arriving late due to bad weather or transportation problems.

15.3 
The Board of Directors or designee will make the decisions regarding weather problems.

15.4
Refunds will be made (in proportion possible) after all conference expenses have been             paid.

Section 16.0

State Officer Travel

16.1
State Officers shall travel with their chapters to conferences/activities in which their chapter is participating. Local schools and/or parents are responsible for transportation to meetings/activities in which the local chapter does not participate. In all cases, local schools/advisors/parent share responsiblity for the transportation and supervision of their State Officers.

16.2 
State Officers will not travel to or participate in conferences/activities other that scheduled by New Mexico Business Professionals of America unless written permission is obtained from the Board of Directors or designee.

16.3 
State Officers who are participating in activities other that those scheduled by New Mexico Business Professionals of America for which approval has been obtained from the Board of Directors or designee, shall travel by means approved by their local school/advisor but under no circumstances will drive their vehicle or vehicles of others. Approved transportation shall be public transportation (bus) or vehicle driven by teacher/advisor; vehicle driven by adult sponsor (approved by school); or vehicle driven by parent/guardian of officer.

16.4 
State Officers are required to complete the Delegate Authorization Forms in the Appendix which will cover all conferences/activities in which they participate.

16.5
State Officers living in the host city of a conference may drive their own vehicles if they normally drive in that city with their parents approval on a regular basis. Officer's parents are completely responsible for this decision and for any liability incurred. UNDER NO CIRCUMSTANCES --will another state officer ride in this vehicle at any time during the conference/meeting.
Section 17.0

Membership Procedures

17.1 
The initial roster will be completed on-line by November 1.
17.2 
Additional membership will be completed on-line prior to Regional Conferences.

17.3 
Final membership must be submitted by the third Monday in January.

17.4 
Advisors certify that all students are paid members of both the state and national levels of Business Professionals by submitting their names on conference registration forms. Students deemed to not be members of state and national Business Professionals may be ineligible to advance to the next level of competition - depending on documentation supporting membership. National Business Professionals will make all decisions on eligibility to participate at the national level - assuming a student has competed at the district and state levels and is then discovered to not be a member.

NOTE: It is the responsibility of the chapter advisor to insure that all students are members and

that the dues are paid. DO NOT rely on a bookkeeper or business office to mail the checks. Although purchase orders are acceptable-students are not members until the check is received in the National Office!!

Appendix

	Business Professionals of America

Board of Directors  2007-2008

	Region
	Board Member
	Position
	School
	Term Expires

	1
	Phyllis Meier
	Member
	Kirtland
	2009

	2
	Sandy Lyons
	Member
	House
	2009

	3
	Kathy Kegel
	Board Chair
	Escalante 
	2009

	4
	Manuel  Chavez
	Member
	Reserve
	2009

	5
	Cindy Anderson
	Member
	Goddard
	2008

	6
	Anita Linson 
	Member
	Santa Rosa  
	2008

	
	Thomasine Montoya*
	Finance Chair
	Cibola 
	2008

	ML Representative
	Julie Scott
	Program Chair
	Gallup Jr. High
	2008

	State Officer Coordinator
	Colleen Tollett
	Ex-Officio
	Dora 
	2008

	State President
	Megan Collins
	Student  Member
	Dora
	2008

	
Committee Members 

	                    Program      
	Finance 

	Julie Scott, Chair
	Thomasine Montoya, Chair 

	Manuel Chavez
	Cindy Anderson

	Kathy Kegel
	Anita Linson 

	Sandy Lyons
	Phyllis Meier

	Megan Collins, State President
	  

	Colleen Tollett, State Officer Advisor
	  

	Other

	Christine Phipps
	State Advisor

	Colleen Tollett
	State Officer Coordinator

	Thomasine Padilla-Montoya
	Judges Coordinator


	New Mexico Business Professionals of America

Regional Assignments 2007-08

	
	

	Region 1

Lisa Lucero, Kirtland

Phyllis Meier 
	Region 4

Manuel Chavez, Reserve

	Aztec High School
	Animas High School

	Career Prep High School
	Chaparral High School

	Gallup High School
	Cliff High School

	Kirtland High School
	Deming High School

	Miyamura High School
	Cobre High School

	Shiprock NW High School
	Lordsburg High School

	Thoreau High School
	Gadsden High School

	
	Reserve High School

	
	Santa Teresa High School

	
	Lordsburg High School

	
	Silver High School

	Region 2

Sandy Lyons, House

Colleen Tollett - Dora
	Region 5

Stan Taylor, Hagerman

	
	Artesia High School

	Dora High School
	Carlsbad High School

	Fort Sumner High School
	Goddard High School

	House High School
	Hagerman High School

	Melrose High School
	Hobbs High School

	Portales High School
	Lovington High School

	San Jon High School
	

	Region 3

Diane Maes, Robertson
	Region 6

Lorraine Armijo, Albuquerque

Thomasine Monotya, Cibola

	Des Moines High School
	Rio Grande High School

	Escalante High School
	Albuquerque High School

	Los Alamos High School
	Belen High School

	Mora High School
	Bernalillo High School

	Moreno Valley High School
	Cibola High School

	Pecos High School
	Estancia High School

	Penasco High School
	Rio Rancho High School

	Pojoaque High School
	Santa Rosa

	Raton High School
	

	Robertson High School
	

	West Las Vegas High School
	

	Middle Schools

	Miyamura Mid School
	West Las Vegas Middle School

	Tierra Amarilla Middle School
	Memorial Middle School
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Competitive Events Coordinator
DUTIES:

To be done before State Conference

· Learn software

· Review Competitive events, WASP Guidelines and any changes to contests

· Coordinate with CTLP office and Judges’ Coordinator
· Computer Labs

· Site and Transportation

· Meeting Rooms

· Equipment

· Create Schedules

· Verify State contestants with Regional Results and Advisor Registration

· Use software program to schedule and coordinate competitive events
· Verify with Judges’ Coordinator how many judges are needed for each event and contests with no students registered.
· Assign Advisors to Proctor or Grade
· Meet with Judges Coordinator and State Advisor when needed
To be done Month before State Conference
· Verify Computer Labs, Meeting Rooms, Equipment

· Verify dates and times when judges are needed with Judges’ Coordinator

· Coordinate with CTLP Office to be sure there are enough Proctors and Administrators for judged contests

· Prepare Event/Testing Materials for Distribution

· Work with CTLP Office in distribution/dissemination of events

· Check with Judges Coordinator to see if they need help distributing materials 

· Troubleshoot/Problem resolution

· Send reminder to Administrators/Proctors of assignments; have a confirmation that they understand their duties

· Have list of cell phone numbers/contact information (room #) available of Administrators for Headquarters

· Contest conflicts

· Mange all drops and changes

· Contact Judges coordinator with number of students in each event

· Help state staff with judges and proctor packets

During State Conference

· Arrive at same time as CTLP office staff

· Set-up/distribute materials from Central Headquarters

· Set-up and conduct registration

· Adds

· Drops

· Conflicts

· Make any updates/changes necessary to event schedule

· Post call-back events—(check for conflicts)

· Prepare award recipient list for Award Ceremony

· Depart at the end of the Advisor meeting on the last day

Post Conference Duties

· Submit the national qualifiers list to the CTLP Office
· Run final results report for local advisors and CTLP Office

DUTIES OF STATE JUDGE COORDINATOR
To be done Month before state conference

· Double check on dates and times when judges are needed from the State Office

· Ensure State Office has Proctors and Administrators for judged contests

· Locate list of former judges

· Call all former judges (start new list of cans and cannots)

· Ask judges who cannot work to recommend others to judge OR
· Start locating more judges (cold calls)

· Coordinate with CTEP Office to send out post cards to possible judges

· Contact State office about contests, which ones have made.

· Need numbers of students entered in contests.

· Make sure about the times and place of contests have not changed

· Remind them to keep you informed of the numbers in contests and contests that do not have any students in them

· Must have experienced judge/s with new judge/s

· Use the same number of judges in contests as national

· Use females and males, try for equality

· Provide CTEP office a list of judges for name badges/certificates

Two weeks before state conference

· Pick up packets for judges from State Office

· Contact judges for where and best time to deliver packets to judges and deliver contests to judges that need to be graded

· Confer with judges as needed to ensure familiarity with the events.  

· Re confirm judges a week before State Conference.

· Continue to locate judges especially when judges need to cancel judging due to problems

Conference duties
· Be early at State Conference to ensure everything is ready for judges
· Check gifts, name tags and grading materials are ready for them
· Try to meet judges as they come in to lunch room or contest site
· Make sure Administrators meet judges and get materials for their contests
· Find out if there is any schedule conflicts
· Check on no show students
· If judges don’t show, must rearrange the judges that do show and/or find replacements.  May have to use fewer judges in certain contests that have lower amount of students in them.
· Work closely with everyone in Headquarters.  
· Continue to check contests and ask how things are going, if on time, problems, etc?
· Troubleshoot
· Provide database of Judges with addresses to CTEP Office
New Mexico Officer Candidate Handbook

Guidelines

[image: image1.png]~ -

; J‘JJJ g_/‘J




Today’s students.  Tomorrow’s business professionals.

NEW MEXICO ASSOCIATION

Revised September, 2007
Officer Candidate Check-Off List

State and National Level

State and National Officers candidates will be expected to submit an Officer Candidate Packet by the set Post-Marked deadline.  Packet should include the following:

Officer Candidate Packet:

· CTSO State Officer Application Form (download from website www.nmctso.com) 




□State


□National
· 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)

· Medical Information/Delegate Form (signed)

Please note, packets must be postmarked by designated deadline no exceptions.  Packets not meeting deadline will be returned un-opened. All applications must be mailed; absolutely no exceptions will be made.

No Faxed Materials will be accepted.
Please keep copies of all forms for your records.

Credentials Review Meeting

1.
Officer Candidates and campaign managers will set-up their campaign booth within the allotted time designated.

2.
Officer Candidates will be seated by the State officers along with their student campaign manager. 

3.
Voting Delegates will be seated by the State officers after candidates and campaign managers have been seated. Officer Candidate’s handbook will be distributed to voting delegates as they walk into room.

4.
Advisors, Parents, and Guests will be seated by state officers after voting delegates have been seated. Seating will be based on availability.

5.
Officer Candidates will be assigned a number to present their prepared campaign speech.

6.
Officer Candidates and Campaign managers will be allowed into Campaign rally room first.

7.
Voting Delegates will be allowed to enter the campaign rally second, and will submit their voting ballots to the designated State Officers.

8.  Newly elected Officers will be announced and installed at the Awards Ceremonies. It is mandatory for all officer candidates to be present at Awards ceremony.

9.
Elected Officers will be under the direction of the State Officer Coordinator. 
10.
Should a replacement be needed for any state officer during a term of office, the first runner-up will assume responsibility as long as the replacement occurs on or before the National Leadership Conference.  No replacements will be made to the officer team after this date.  If no other alternate officer is available, the office will remain vacant until the next term begins.  

BUSINESS PROFESSIONALS OF AMERICA

NEW MEXICO ASSOCIATION

OFFICER CALENDAR

If elected as a State Officer or as a National Officer from New Mexico, I agree to participate in the following events:

June


Officer Training Conference


All Officers











June


Officer Training Conference


National Officers




Columbus, Ohio





September/October
Fall Planning Meeting



State Officers

October /November
Fall Leadership Conferences


All Officers

January

State Planning Meeting


State Officers

January/February
CTSO Day – Santa Fe



State Officers

February/March
State Leadership Conference


All Officers

April / May 

National Leadership Conference

All Officers

BUSINESS PROFESSIONALS OF AMERICA

SECONDARY and MIDDLE SCHOOL 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 Business Professionals of America as an officer. I also pledge to encourage our BPA 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 Business Professionals 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 BPA Website and will have it available on or before the distribution dates.

We appreciate the valuable role BPA advisors have in forming our state officer team. The future success of Business Professionals of America depends upon your ability to recognize leadership skills in your students! Thank you for your support! 
BUSINESS PROFESSIONALS OF AMERICA

SECONDARY and MIDDLE SCHOOL 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 and national 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 or national 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 MIDDLE SCHOOL DIVISION)

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 Training Conference in June

2. Fall Planning meeting in September

3. Fall Leadership Conference in October 

4. State Planning Meeting in January
5. CTSO Day in Santa Fe in January
6. State Leadership Conference in March

7. National Leadership Conference in late April or early May

** Dates are subject to change depending on the set dates for the Regional, 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, Chapter Management Reference, It’s a New Year, COMMUNIQUE, and New Mexico Association, Secondary Division Constitution and By-Laws
BUSINESS PROFESSIONALS OF AMERICA

SECONDARY and MIDDLE SCHOOL DIVISION

NEW MEXICO ASSOCIATION

OFFICER CANDIDATE INFORMATION

Guidelines 3

Candidates for state officer at the secondary level must be sophomores and juniors when running for office. Middle school Ambassador must be 6th, 7th or 8th graders.  National officer candidates may be sophomores, juniors, or seniors.

Six state officers are elected for Business Professionals of America, New Mexico Association. Five officers will be elected from the Secondary Division and one officer from the Middle School Division.  

All state officers will make up the Executive Council for the New Mexico Association. 

State officer candidates must request an officer candidate packet from his/her regional advisor. The completed packet is to be postmarked to the CTEP Office by January 16, 2007.

No Faxes will be accepted. 

National officer candidates (Secondary Division) must request a candidate packet from his/her regional advisor.  The completed packet is to be postmarked to the State Officer Coordinator by January 16, 2007.

No Faxes will be accepted. 

The state officer candidates will indicate on their form their first, second, and third choice for office. All National Officer Candidates will be interviewed by a committee composed of two members of the Board of Directors, the State Officer Coordinator, one CTEP staff, and two state officers. This committee will determine if the candidate has the credentials, maturity, and ability to represent New Mexico at the national level. The candidates approved by the committee will speak to the voting delegates who will elect the candidates to run for national office. Candidates running for a national office will not campaign for a specific office, but will campaign for the chance to represent New Mexico as a national officer candidate and will present their speech to the voting delegates at the State Conference.

All completed nomination packets and the materials listed in the packet are due by January 15, 2008 to the CTEP Office.

CTEP Office

ENMU, Cherry Street Station 61

Portales, NM  88130
ATTN:  BPA State Officer Application

BUSINESS PROFESSIONALS OF AMERICA

New Mexico Association, Secondary and Middle School 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 CTEP 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 he 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, Secondary Division 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 CTEP 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 2.5 GPA based on a 4.0 scale for the preceding year and provide an official transcript signed by the local school administrator.

4.  To score at least 90% on the State Officer Candidate Worksheet. Those who do not will be notified within 2 weeks of the designated postmark date.

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

The Candidate may not receive help from any individual when completing the State Officer Candidate Worksheet.

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

Roberts Rules of Order) Newly Revised: Chapter Management Reference: It’s A New Year; COMMUNIQUE, and New Mexico Association, Secondary Division Constitution & By-Laws.

7. 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.  (No posters, handouts, candy etc. my be given out until the Campaign Rally) 

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. Campaign Materials may not refer to a specific State Officer Position.

2. Campaign Materials may not be affixed in any way to the conference property!

3. Campaign Materials must be removed during the time designated in the program.

Specific Guidelines

1. Posters must be reasonable size, free standing or displayed on an easel which must be supplied by the chapter.

2. Posters may be displayed at the Campaign Rally and at the General Session (as long as it is not on stage or part of the candidate speech).

3. Handout materials may be distributed only during the Campaign Rally.

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 (campaign managers and chapter advisors may attend this as well) must attend the candidate orientation at the specified time in the State Conference program given by the state officer advisor.

2. 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 Registration & Seating

The HEAD VOTING DELEGATE (1 per chapter) must register during the State Conference stated time. Look in the State Conference Program for specific time. A Chapter whose Head Voting Delegate fails to register will lose voting privileges.

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 use any visual aids during his or her speech (including posters on stage— as stated in item #2 in Specific Guidelines).

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

4. The speech will be timed and is limited to two (2) minutes.

5. The Candidate may be introduced by a Campaign Manager, who may use only thirty (30) seconds of the two (2) minutes.

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

7. The Candidate who exceeds two (2) minutes will be stopped.

Campaign Rally

One table will be provided for each candidate. Other supplies (such as tape, easels, scissors, etc.) must be supplied by the Candidate.

Set Up/Tear Down Procedures

1. The Candidate and the campaign manager only may set up materials at the time and place designated in the State Conference program.

2. The Candidate, campaign manager, or chapter advisor must remove materials at the time designated in the State Conference program. Failure to remove wall materials may result in disqualification of the candidate.

Participation Procedures

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

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/BPA 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 middle school 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 One vote will be cast for the Middle School Ambassador position.

3. Results of the General Election Ballot will be announced during the Installation Session.

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 in June, Fall Leadership Conference in Sept/Oct, Winter Planning meeting in January, Legislative Day in Santa Fe in January, State Conference in March and NLC in April/May.

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, Secondary Division 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, CTEP 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 CTEP office to print in the “Advisor Update”
Middle School Ambassador
Serve as a representative of the Middle School program; to serve in any capacity as directed by the president; serve on committees

NEW MEXICO CTSO STATE OFFICER APPLICATION
Revised November, 2006

NEW MEXICO CTSO STATE OFFICER APPLICATION

□BPA 
□DECA
□FCCLA
□HOSA
□Skills USA

□ TSA

Division: 
□Middle Level 

□High School 

□Post Secondary

PLEASE LIST THE OFFICES SOUGHT IN ORDER OF PREFERENCE (where applicable)

	1.
	
	2.
	
	3.


	NAME OF CANDIDATE: 
	

	

	PARENT’S NAME (S):  
	

	

	CANDIDATE’S HOME ADDRESS :
	

	

	CITY:
	
	, New Mexico
	ZIP CODE:
	

	

	Email:
	

	

	HOME PHONE:
	
	CELL PHONE:
	


=====================================================================
	SCHOOL NAME: 
	
	PRINCIPAL’S NAME:
	

	

	SCHOOL ADDRESS : 
	

	

	CITY:
, New Mexico
ZIP CODE:


	

	SCHOOL PHONE:    
	
	SCHOOL FAX:
	

	

	ADVISOR’S NAME: 
	
	DIRECT PHONE:
	

	

	ADVISOR’S HOME ADDRESS:
	

	

	CITY:
, New Mexico
ZIP CODE:


	

	HOME PHONE:

CELL PHONE:


	


	OFFICES HELD
	FROM
	TO
	ORGANIZATION

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


I certify that I am an active member in good standing of the ___________________________ chapter of □ BPA, □ DECA, □ FCCLA, □ HOSA, □ SkillsUSA, □ TSA.  I also certify that I will be returning as a member of the above chapter next year.  I have read and understand all of the requirements in the Officer Candidate Handbook, and that all information submitted herein is accurate and correct.   
                                                     _______ Candidate’s Initials
My parents and I understand the obligations of serving as a New Mexico State Officer - being enrolled in a Career Technical Education class which aligns with my organization or serving as lab assistant for my chapter advisor during my term of office, attending all meetings or conferences as listed on the Officer Calendar or any other meetings called during my term of office. We further assume the responsibility for all personal expenses, and those not paid by the local, district, or state association. The state or local association will not be held responsible in the event of an accident. If elected, I will serve to the best of my ability and will resign if I fail to fulfill my responsibilities. Failure to perform to expected standards will obligate repayment of all finances as indicated in my CTSO Policies and Procedures. I further understand that I will be a role model and spokesperson for my organization and will conduct myself accordingly throughout my term of office at all times. I will abide by the constitution and bylaws of my state organization. Furthermore, I will maintain the grade point delineated in the officer application for my CTSO.

	CANDIDATE’S SIGNATURE    
	
	DATE:
	

	
	
	
	

	PARENT’S SIGNATURE
	
	DATE:
	


We understand the commitments inherent in this office and pledge our support and assistance if the candidate is elected. Obligations include attendance at all required meetings (an estimated 22 days, counting those during the summer) which the Chapter Advisor shall attend as well and assist in obtaining finances to attend the National Leadership Meeting (approximately $1,000). By signing below, the advisor and administrator pledge to provide guidance and direction to the candidate during the tenure of office, and understand that the local chapter must remain in good standing with the State and National offices of the Association or the candidate will be asked to resign from office.

	ADVISOR’S SIGNATURE
                                
	
	DATE:
	

	
	
	
	

	PRINCIPAL’S SIGNATURE
                                
	
	DATE:
	


RETURN THIS COMPLETED FORM BY DESIGNATED DEADLINE AS STATED ON YOUR ORGANIZATIONS WEBSITE at www.nmctso.com under the Awards and Application Link:

.

Career Technical Education Project

ENMU, Cherry Street Station 61

Portales, NM  88130

ATTN:  STATE OFFICER APPLICATION
Please note, packets must be postmarked by designated deadline no exceptions.  Packets not meeting deadline will be returned un-opened. All applications must be mailed; absolutely no exceptions will be made.

STATE OFFICER RESPONSIBILITIES

If I am elected to serve as a NM CTSO State Officer, I understand that I will be expected to:

1. Maintain a scholastic rating in conformity to the requirements of my organization’s bylaws and/or constitution.

2. Accept and fulfill the responsibilities of any State Officer Team position to which elected by the Voting Delegates to the best of my ability.

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

4. To conduct myself in a manner that will bring credit to and reinforce the professional and ethical standards of my organization.

5. Attend all required meetings including board meetings, officer planning meetings, training meetings etc.

6. I will abide by the bylaws and/or constitution of my respective organization, all policies and directives issued by the organization’s Board of Directors, all pertinent school district policies, all applicable laws and ordinances during the term of my office.

7. I will keep my adult advisors informed of my activities and performance of state officer duties throughout the term of my office.

8. I will assist in maintaining and updating the website of my organization.

9. Be enrolled or will be enrolled in a course or serving as a lab assistant for an instructor in my CTSO program area.

10. Assume the responsibility for all personal expenses, and those not paid by the local, district or state association.

11. Repay all finances expended on my behalf in the event that I do not complete the term of my office. 

New Mexico Activities Association

8.1.3 Co-Curricular Activities

Co-curricular activities are activities that are an extension of classroom instruction which are

governed by the Educational Standards for New Mexico Schools or local board policy. Classroom

instruction should require no more than twenty (20) hours per month of time for a student outside

of the regularly scheduled instructional day for practice, meetings, events or performance. Cocurricular

activities are required as part of the course work if a student is to receive credit for the

course. Co-curricular activities do not require that students be absent from class other than the

sponsoring class for practice, meetings, events or performance. Scholastic requirements do not

apply to co-curricular activities held at the school. Students involved in co-curricular activities

Section VIII – Page 2

away from the school must adhere to the same scholastic requirements set forth by the Association

for athletic participation. (See 6.2)

EXAMPLES: Vocational, fine arts, club activities, field trips
Code of Ethics

As a state officer of a New Mexico Career and Technical Student Organization, I understand and agree to the following Code of Ethics:

1. I will refrain from possessing or partaking of any illegal drug, alcohol or tobacco (if prohibited by NMAA regulation and/or my organization) while participating in an official or assigned organization activity.

2. I will not engage in any public display of affection with any person while attending any official function or performing a state officer duty.

3. I will follow all instructions issued by any individual who is responsible for me.

4. I will wear the official dress of my organization while representing my organization.

5. I will maintain proper dress and good grooming on all occasions.

6. I will maintain a cooperative attitude while participating in any official organization activity.

7. I will use wholesome language in all speeches and informal conversations.

8. I will avoid all places or activities in which my presence could raise questions in to my moral integrity and character.

9. I will avoid participating in and actively discourage any conversations which belittle or downgrade fellow CTSO members, officers and adults.

10. I will treat all members equally and not favor one member or officer over another.

11. I will behave in a manner which conveys and commands respect without any air of superiority.

12. I will maintain dignity while being personable, concerned and interested in fellow members.

13. I will abide by all policies and procedures relating to officers and members as indicated in my organization’s Policies and Procedures Manual.

14. I will abide by all rules and regulations established for my organization.

15. I will not deface or steal property of any kind.  I will pay for or replace any property damaged by my actions.

16. I will not possess any type of weapon or take any action causing bodily harm or fear of life to any person.

17. Students of the opposite sex shall not be permitted to be in the same room unless accompanied by an adult.

18. Sexual conduct, material and/or behavior are prohibited.

19. I will observe all curfews established for each activity.

20. I will respect all persons with whom I come into contact.  This includes keeping the noise level in my room inaudible to anyone passing in the hallway, ceasing all room-to-room telephone calls at curfew.

21. I will immediately separate myself from any situation in which a violation of this code of ethic has occurred and report the violation to an adult.  This includes situations in which I was not present, but have direct knowledge of.

22. I will observe all penalties for violations of this code of ethics imposed at the discretion of my advisor, state management team, state officer coordinator, school officials and/or Board of Directors.
MEDICAL INFORMATION
Student_______________________  Parent/Guardian_________________________

Address_____________________________________________________________

_____________________________  ______________________________________

Telephone number

   City

State

Zip

_____________________________  ______________________________________

Student’s doctor


    Alternate Contact

_____________________________   _____________________________________

Address



    Address

_____________________________  ______________________________________

City 
        State
Zip
    City

State

Zip

_____________________________  ______________________________________

Telephone number

     Telephone number

Please describe completely any medical condition (past or present) being treated which may recur or be a factor in medical treatment (include allergies, medicine reactions, disease of any kind, physical handicaps, heart/lung problems, seizures, convulsions, blackouts, etc.). If currently taking medication, state the medications and prescribing physician and tel. number:  ________________________________________ __________________________________________________________________________________________________________________________________________________________________________
We certify that the information described above is accurate and complete to the best of our knowledge. We understand that each individual is responsible for their own insurance coverage during this meeting/ conference.

Name of Company______________________________ Policy No. ______________________________


NOTARY







Instructions: Parent/Guardian – Please check and sign ONE of the statements below.

□ I give permission for immediate medical treatment (as required) by the attending physician.

____________________________ (sponsor) is the person authorized to grant permission for medical treatment for my son/daughter.

□ I DO NOT give permission for medical treatment until I have been contacted. If, after I have been contacted, I consent to medical treatment - ____________________________ (sponsor) is the person authorized to grant permission for medical treatment for my son/daughter.

Parent/Guardian Signature_____________________________________ Date______________________









STATE OF NEW MEXICO

COUNTY OF __________________________

Acknowledged before me this _________ day of _______________________, 20____________.

My commission expires: ___________________________






    ______________________________________







(Notary Public)


New Mexico Career & Technical Student Organizations

Delegate Form

_________________________________________________________________

Name of Student





Age

___________________________ ______________________________________

Telephone number

School


School Tel.:

__________________________________________________________________

School Address



City

State
Zip

    




August 1, 2006 – June 31, 2007

Conference




Dates


[image: image2]
We approve the above student to attend the conference/meetings identified.

_________________________________  ________________________________

School Official



Teacher

_________________________________  ________________________________

Parent/Guardian



Student

The sponsor for this conference/meeting will be:

NOTE: If sponsor is from school other than that of the student – the signature of the school official signifies that approval has been secured from the school/individual listed as the sponsor.


Photography and Sound Release 
I hereby grant the State and National CTSO organization permission to make still or motion pictures and sound recordings, separately or in combination, and also give a production company approved by the State and National CTSO permission to use the finished silent or sound pictures, and/or sound recordings as deemed necessary. 

Further, I so hereby relinquish to the State and National CTSO all rights, title, interest in, and income from the finished sound or silent motion pictures, still pictures, and/or sound recordings, negatives, prints, reproductions and copies of the originals, negatives, recording duplicates and prints, and further grant the State and National CTSO the right to give, sell, transfer and/or exhibit the same to any individual, business firm, publication, television station, radio station or network, or governmental agency, or to any of their assignees, without payment or other consideration to me. My agreement to perform under camera, lighting and stated conditions is voluntary, and I do hereby waive all personal claims, causes of action, or damages against the State and National CTSO and the employees thereof, arising from a performance or appearance.
_________ student initials

Delegates Conduct Guidelines
1. The term “delegate” shall mean any member attending Career and Technical Student Organization meetings or conferences.

2. Delegates shall abide by all conference rules in a manner that will bring credit to their Career and Technical Student Organization.

3. Delegates shall keep their adult advisors and/or sponsors informed of their activities and whereabouts at all times.

4. Delegates must stay in housing designated by their chapter advisor during the conference.

5. Delegates shall use authorized transportation only.

6. Dates and escorts shall be permitted to authorized activities only, and between official delegates only.

7. Delegates are permitted to attend authorized activities only.

8. No alcoholic beverages or illegal drugs shall be possessed or used by delegates at any time under any circumstances.

9. Delegates shall respect and abide by the authority delegated to the presiding officers, chapter advisors, sponsors, and state staff.

10. Delegates shall attend all general sessions and activities assigned, including workshops, competitive events, committee meetings, etc., for which they are pre-registered, unless, engaged in some other authorized assignments taking place at the same time.

11. Curfew each night will be designated in the program, and all delegates will be in their rooms by curfew.

12. Dress regulations established for the conference/meeting functions shall be adhered to by all delegates.

13. Identification badges must be worn to all official functions and/or as directed.

14. Smoking will not be permitted.

15. Boys will not be in girls’ and/or girls shall not be in boys’ rooms at any time – unless an adult sponsor is present.

16. Delegates shall refrain from using inappropriate or profane language at all times.

17. Delegates shall refrain from verbal, physical, or sexual harassment, hazing or name calling.

18. Delegates shall respect the rights and safety of other hotel guests.

19. Delegates violating or ignoring the above conduct guidelines are subject to their chapter’s entire delegation being unseated, its candidates being disqualified, and any honors or offices being cancelled and withdrawn from members of their delegation.

20. All high school or junior high student delegates must meet the interscholastic requirements of the New Mexico Activities Association.

PERSONAL LIABILITY RELEASE

Instructions:

Paragraph “A” applies to students of less than legal age in New Mexico. Parents/Guardians of these students agree, by affixing their signatures, to the conditions set forth here-in.

Paragraph “B” applies to all students and each agrees, by affixing his/her signature, to the conditions set forth here-in.


A. Being parents/guardians of a son/daughter who is a member of a Career and Technical Student Organization – we hereby agree to release the Career and Technical Student Organization, its representatives, agents, servants, and employees from liability for any injury to said minor – resulting from any cause whatsoever occurring to said minor at any time while attending a conference/meeting of the Career and Technical Student Organization – including travel to and from said meeting, excepting only such injury or damage resulting from willful acts of such representatives, agents, servants, and employees.

B. As a member of a Career and Technical Student Organization, I hereby agree to release the Career and Technical Student Organization, its representatives, agents, servants, and employees from liability for any injury resulting from any cause whatsoever – occurring at any time while attending a conference/meeting of the Career and Technical Student Organization, including travel to and from said meetings/conferences – excepting only such injury or damage resulting from willful acts of such representatives, agents, servants, and employees. Furthermore, having read and understood completely the delegate code, practices, and procedures which will govern the conduct of students attending said meetings/conferences, I hereby do agree to follow the procedures and practices as described. I fully understand that this is an educational activity and will, to the best of my ability, apply myself for the purposes of learning and uphold the finest qualities of a delegate representing this Career and Technical Student Organization.


Action to be taken when students violate delegate conduct guidelines!

Penalties for violation of these guidelines will be determined by the severity of the violation. The following items are considered critical and may be acted on as indicated:

CRITICAL ITEMS: Numbers 3 – 4 – 5 – 8 – 11 – 15 

The appropriate chapter advisor/sponsor will be notified of the violation and the following action(s) may be taken:

A. Student(s) may be disqualified from participating in the conference/meeting and may forfeit any honors received.

B. Student(s) may be sent home immediately – in which event the following procedures will be followed:

a. Local school official and/or parents/guardians will be contacted;

b. Reasonable care will be exercised to insure that the safest and most expedient means of transportation back to the state and/or local school is used;

c. The local school and/or parents/guardians will be responsible for meeting the student(s) at a prearranged destination;

d. The local school will be responsible for the appropriate action to be taken with the student involved upon return to the school;

e. Disciplinary action (other than above) may be taken in accordance with the severity of the violation. This action will be determined by the appropriate State Advisor.












INSTRUCTIONS:  This form must be completed for each student attending a Career and Technical Student Conference or meeting. Signatures acknowledge that all parties have read and concur with the information contained herein. Sponsors must be identified! Parents of minors must sign the medical form and have it notarized!
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