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Statement of Purpose

MinneTESOL is a professional association of teachers of English to speakers of other languages in Minnesota. It is dedicated to the education and support of students acquiring English at all levels of public and private education.
 

MinneTESOL supports educators by:
        fostering the professional development of its members,
        collecting and disseminating information pertinent to English to Speakers of Other Languages (ESOL) professionals,
        promoting and assisting ESOL programs in local communities,
        voicing the socio-political and employment concerns of its members,
        establishing and maintaining contacts through affiliation with the inter​national organization, TESOL, and through cooperation with other organizations which may share similar purposes, interests, and clientele.
Introduction

The original MinneTESOL handbook was written in 1980. It was revised in 1998 by Lisa Boehlke and Linda LeBoutillier and again in 2007. The current revision was done in 2009 as a collaborative effort on the part of the MinneTESOL board members and the Executive Assistant.

Copies of the MinneTESOL handbook will be available to all board members and interest section leaders upon taking office. In addition, it will be made available to all members online through the MinneTESOL website.

General Information

Historical records are located in print in the keeping of Executive Assistant. The Archives are maintained by the Executive Assistant.

Past issues of the MinneTESOL Newsletter are an important source of information on past procedures, decisions, events, etc. Records of newsletters are maintained by the Executive Assistant.  Electronic versions of recent issues are available online.

Mail is to be sent to MinneTESOL at P.O. Box 141072, Minneapolis, MN 55414. The station is located at 2811 University Avenue SE.

 

 
Executive Board Members
All board members will need to be computer literate and have an email account to maintain contact and get information about board meetings and program updates.
President

The main duty of the President shall be to preside at meetings of the Executive Board and the annual meeting of the members, which is held at the MinneTESOL Fall Conference. Specifically, the duties of the President include, but are not limited to, the following:

Attend all Executive Board meetings. Ensure that any Board member not present at a meeting has a chance to vote on motions put before the Board during his/her absence

Coordinate the annual ESL Awareness contest, either the Poster Contest or Essay Contest, as determined by the Board.

Serve as liaison to TESOL and other professional organizations, or designate a representative to do so. Submit appropriate affiliate forms to TESOL.
Handle TESOL - MinneTESOL correspondence as appropriate, and delegate correspondence to appropriate officers and committee chairpersons.
Set goals for the coming year, and write an article for the MinneTESOL Newsletter outlining goals for the year. (December - January)

Review the annual budget (December) and be prepared to make suggestions to the Board (January) on budget restrictions and allocations.

Assist with filling out the tax form f990ez (April-May) with the help of the Executive Assistant and the First Vice President.

Introduce members of the Executive Board at the Annual Meeting and make remarks as incoming President (November- Fall Conference).

Meet with the incoming President (December) and discuss responsibilities and information. 
Maintain records of activity and relevant information (electronically whenever possible) on the specific details and duties of this office. Pass along all records to successor at end of term of office.
First Vice-President

The main duty of the First Vice-President shall be to coordinate all standing committees except the Conference Program Committee.

Specifically, the duties of the First Vice-President include, but are not limited to, the following:

Meet with the President after the Fall conference to go over duties and binder contents.

Attend all Executive Board meetings.  Preside at Executive Board meetings in the absence of the President.

Select a nomination group (summer) to nominate in-coming board members and contact nominated members to offer them the board position. Create a ballot for the Fall conference with names of nominees.

Meet with IS leaders in January to help facilitate planning spring meetings and contact them before the Fall conference to facilitate conference session planning.

Facilitate distribution of copies of the MinneTESOL Revised Handbook to all incoming Executive Board members, Committee Chairpersons and Interest Section Leaders. (January meeting)

Update standing committee and IS leader names in binder and send this information to the website committee to update. Make sure that each committee has appropriate leadership.

Assist the President and Executive Assistant with filling out tax form f990ez (April-May). 
Introduce the incoming and outgoing members of the Executive Board at the Fall conference when becoming the new President.

Maintain records of activity and relevant information (electronically whenever possible) on the specific details and duties of this office. Pass along all records to successor at end of term of office.
 
         
Second Vice-President

The main duty of the Second Vice-President shall be to plan and facilitate the Fall Conference along with the Third Vice President. Specifically, the duties of the Second Vice-President include, but are not limited to, the following:

Attend all Executive Board meetings.

Serve as Chairperson of the Conference Program Committee, and convene committee meetings as necessary.

Submit budget expenditures to the Executive assistant after the November conference and be prepared to suggest budget expenditures for the upcoming annual conference.

Report to the Executive Board on the status of preparations for the upcoming Fall Conference.

Work with a Conference Registration Coordinator (contractual position) to arrange the fee collection and registration process for conference.
Maintain records of activity and relevant information (electronically whenever possible) on the specific details and duties of this office. Pass along all records to successor at end of term of office.
Third Vice-President
The main duty of the Third Vice-President shall be to assist with the planning and facilitation of the Fall Conference along with the Second Vice President.

Specifically, the duties of the Third Vice-President include, but are not limited to, the following:

Attend all Executive Board meetings.

Assist with the oversight of the Fall Conference and convene sub-committee meetings in the absence of the Second Vice President when necessary.

Assist with oversight of budget expenditures for the conference.

Work alongside the Second Vice President Work to arrange for a Conference Registration Coordinator (contractual position) to provide fee collection and registration process for conference.

Maintain records of activity and relevant information (electronically whenever possible) on the specific details and duties of this office. Pass along all records to successor at end of term of office.
         
Past President

The Past President is an ex-officio member of the Executive Board who attends and contributes to meetings, but does not vote. The main duty of the Past President is to serve as a resource and mentor for current and incoming Executive Board members.
The Past President is responsible for finding members for the Harold B Allen Award Nominating Group, and reporting award nominations to the board.

Maintain records of activity and relevant information (electronically whenever possible) on the specific details and duties of this office. Pass along all records to successor at end of term of office.
Secretary

The main duty of the Secretary is to record and publish highlights of minutes of Executive Board meetings.

 Specifically, the duties of the Secretary include, but are not limited to, the following:

 Attend all Executive Board meetings.

 Provide minutes of board meetings as an electronic file to the Executive Assistant for archiving and the Website editor for publication on the MinneTESOL web page.
Maintain records of activity and relevant information (electronically whenever possible) on the specific details and duties of this office. Pass along all records to successor at end of term of office.
Board Member at Large

The main duty of the Board Member at Large is to find sources of funding for MinneTESOL.

Specifically, the duties of the Board Member at Large include, but are not limited to, the following:

Attend all Executive Board meetings.

Solicit advertising for the MinneTESOL journal, newsletter and annual conference program book. 

Find and contact people or organizations who represent sources of funding: exhibitors, publishers, and educational organizations who want to contribute or exhibit at the annual conference.  Assist with organizing conference vendors.
Organize fundraisers to generate revenue for MinneTESOL grants, including the Silent Auction at the Fall Conference. Organize raffles with the help of the Public Relations Director.

Maintain records of activity and relevant information (electronically whenever possible) on the specific details and duties of this office. Pass along all records to successor at end of term of office.
 
Public Relations Director

Specifically, the duties of the Public Relations Director include, but are not limited to, the following:

Attend all Executive Board meetings.

Consult with the board about any changes necessary in the membership application form at the first board meeting of the year. Update application form as necessary.

Maintain a list of and correspond annually with statewide teacher-education programs, school district coordinators, ABE coordinators, and college ESL coordinators in an effort to gain members.

Contact relevant organizations (academic and educational) to promote MinneTESOL membership. Distribute membership information to programs online, through email and in print form. This could include going out and speaking to teacher education classes at Twin Cities universities, or other professional development organizations.

Maintain and update a list of significant educator/ESL conferences, workshops and trainings statewide at which MinneTESOL needs to be represented, either with a table or by distributing flyers and information at the event.

Set up and manage a MinneTESOL membership table (or locate members to do so) at the following conferences, and other relevant conferences and events:

     Spring Statewide Bilingual/ELL Conference
· Fall MinneTESOL conference

· Other conference and workshops as determined by the Board.

Respond to questions about membership from potential or current members and forward address/email updates to the Executive Assistant as necessary.

Check MinneTESOL website information as necessary (in particular before fall conference and spring workshops) and inform webmaster about updates or changes of your contact information or membership information.

Maintain records of activity and relevant information (electronically whenever possible) on the specific details and duties of this office. Pass along all records to successor at end of term of office.
Standing Committees

Conference Program Committee

The purpose of the Conference Program Committee is to plan and facilitate the Fall Conference and Annual Meeting.  The Second Vice-President serves as the Chair of the committee; the Third Vice-President co-chairs and assists with the process.  Conference co-chairs are responsible for overseeing planning and logistical details of the conference, including coordinating facilities, food, technology needs, speakers, registration, management of conference website content, publicity, etc.  The First Vice-President will work with the co-chairs to organize and coordinate interest section meetings as part of the conference.

The Conference Program Committee may divide into subcommittees to best facilitate and prepare for the conference.  These subcommittees and duties may include:

Exhibitors and Vendors
Maintain a mailing list of potential exhibitors, and contact them regarding participation in the Fall Conference.  Send a current rate sheet and information to advertisers.  Confirm exhibitors’ conference participation and outline exhibiting procedures.  Submit exhibitors’ checks to the Executive Assistant.  Coordinate with Board Member-at-Large the exhibits at the conference, including helping with set up if needed.  Follow up with thank you letters to exhibitors. 

Proposals Review
The subcommittee should consist of at least three readers from each interest section, plus a chair.  Chair will coordinate with conference co-chairs to finalize call for participation details.  Chair will collect proposals and prepare them for blind review.  Proposals and review rubric will be sent (snail mail or email) to committee members.  Chair will collect and tally reviews (paper or electronic) and coordinate a meeting of committee to finalize selection of proposals.  In coordination with conference co-chairs, chair will finalize program. 

Volunteers
The chair of the subcommittee will coordinate volunteers for the conference, including recruiting volunteers for other subcommittees.  Volunteer duties may include posting signs, providing directions and assistance to attendees, distributing and collecting evaluation forms, assisting at the registration table, etc.

 Raffle
Secure prizes from vendors for raffle at the Fall Conference.

All subcommittees should keep notes on their activities for the conference binder.  Subcommittee notes and comments should be sent to conference co-chairs for inclusion in the conference binder.  After the conference, committee will meet to debrief, review conference evaluations, and celebrate a successful conference.  

Advocacy Committee

The main purpose of the Advocacy Committee is to bring to the attention of the membership information about socio-political issues which are of concern to the members or to their students. Specific activities of this committee include, but are not limited to, the following:

Maintain communication between MinneTESOL and TESOL regarding issues of concern. (Chairperson - ongoing)

Serve as a liaison between the membership and the Executive Board regarding MinneTESOL members' issues of concern.

Disseminate information to the membership about current socio-political concerns in ESL, bilingual education, and other relevant issues.

Formulate legislative agenda. Submit proposals to the Executive Board for actions (such as position statements) to be taken on particular issues.

Communicate to the membership proposed actions (i.e. lobbying, letter and e-mail writing, telephoning, inviting local, state, and federal government officials to visit ESL and bilingual classrooms, etc.)

Support members on workplace issues to enhance educational equity for ESL and bilingual employees at all levels.

Facilitate partnerships between MinneTESOL members in various locations.

 

 
Interest Sections

The main purpose of the Interest Sections is to provide support for MinneTESOL members to develop professionally and share ideas on issues of concern to their particular group.

IS Leaders will meet with Board members and the First Vice President in January to go over duties and receive a binder containing the MinneTESOL handbook and helpful information from previous IS Leaders.

IS leaders are responsible for organizing at least two major events:

Spring meeting: (between March - May) IS Leaders will plan and host at least one workshop, speaker, or seminar per year on a topic of interest to the Interest Section members. Interest Section funds are budgeted each year for this purpose. Funds may be used for mailing expenses, speakers, rental of the meeting venue, refreshments, etc. The meeting should be open to both MinneTESOL members and potential MinneTESOL members. Tasks include:
Email notice of the Spring meeting to the First VP and the Executive Assistant as early as possible (2 months before meeting) so this can be distributed to all members of the IS via email.
Print an agenda or program.
Arrange for refreshments
Submit bills to the Executive Assistant.
Submit an article for the newsletter about the event to the First VP and the Exec Assistant for publication on the web. 
Fall Conference: IS leaders are responsible for organizing their Interest Section meeting at the conference.  Tasks include:
Meet or email the First VP before fall conference to facilitate planning for the Interest Section session
Plan the topic to be addressed at the meeting, using ideas and suggestions from members. Arrange for a speaker or panel participants, if necessary.
Write a description of the meeting agenda and submit it to conference organizers along with a biographical statement of IS leaders.  

At the meeting solicit topics-of-interest and ideas for the next Spring meeting. Choose a new Interest Section Leader(s,) or declare your intention to serve another year. Facilitate an election for the new or continuing IS Leader(s.)

Report to the First Vice-President the name(s) of the Interest Section Leader(s) chosen by the membership for the coming year.

Write a short summary of the topic discussed or presented at your meeting and email this to the First VP.
Encourage Interest Section members to submit proposals
Regional Liaison

The main purpose of the Regional Liaison is to provide a vehicle for regional members to communicate their concerns to the Executive Board so that they will be better served by MinneTESOL.

Specific duties of the Regional Liaison may include, but are not limited to the following:

Survey the regional Interest Section members about topics of interest as well as specific concerns, and report concerns to the Executive Board as necessary.

Encourage small groups of regional Interest Section members to meet periodically during the year in each others' homes or schools to discuss topics of interest.

Forward brief reports of such activities to the Executive Board. An article may be submitted to the MinneTESOL Newsletter, if desired.

Facilitate any workshops or seminars held by groups of regional MinneTESOL members or regional interest sections.

Publications

Newsletter Editor

The main purpose of the MinneTESOL Newsletter Editor is to gather, select, and edit news articles, announcements, and other items of interest to the membership, and to publish these about once a month online in the MinneTESOL Newsletter.

Specific activities of the editor include, but are not limited to, the following:

Email reminders once a month to Board members and Interest Section Leaders requesting information for the newsletter.

Receive advertising from the Board Member-at-Large for inclusion in the newsletter.

Edit all articles and information submitted to the newsletter.

 

 Website Editors
The main purpose of the Website Editors is to maintain and update the MinneTESOL Website.

Specific activities of this committee may include, but are not limited to, the following:

Publish and update information on the web regarding any of the following, as necessary:

MinneTESOL logo

MinneTESOL Statement of Purpose

Executive Board Minutes

Outgoing MinneTESOL President's year-end report

Incoming MinneTESOL President's message

MinneTESOL Newsletter

Updated membership information

Announcements regarding the Fall Conference and small-group events held throughout the year

Contact information for Board members and Interest Section Leaders

Other information, as requested by an Executive Board Member

Update all information as necessary.
Maintain a binder containing specific details concerning the duties of the Website Editors. Make updates each year as necessary and record any relevant files electronically on a CD to be placed in the binder.  Pass the binder on to the successor.
MinneWITESOL Journal Editors

The main purpose of the Journal Editors is to gather, select, and edit articles, reports and materials reviews and to publish these once a year in the MinneWITESOL Journal.

Specific activities of this committee include, but are not limited to, the following:

Send out a call for papers electronically and in print. Send out additional reminders, or make additional phone calls as necessary.

Meet once or twice annually online with MinneTESOL and WITESOL editors and communicate throughout the year with editors to plan and organize Journal.

Collect manuscripts and email them out to appropriate reviewers who will suggest acceptance or rejection of materials as well as editing revisions. Email reviewer comments, along with editor suggestions to authors whose materials have been accepted.

Provide the Desktop Publisher with all publication materials.

Provide the President with regular updates on Journal progress for Board meetings.

Arrange with publishers and distributors to have Journal published online according to annual calendar. 

Maintain a binder containing specific details concerning the duties of the Journal Editors. Make updates each year as necessary and record any relevant files electronically on a CD to be placed in the binder.  Pass the binder on to the successors.

Ad Hoc Committees
The New Board Member Nominating Group

The New Board Member Nominating Group will consist of approximately 10 people who will be chosen by the First Vice President.
The purpose of this Nominating Group is to suggest nominees for new MinneTESOL Executive Board positions. Nominees should include at least one representative from each of the Interest Sections, if possible. People nominated by this group should be members in good standing of MinneTESOL.

Potential candidates will be contacted by the First Vice President and upon acceptance of their nomination will be included on the ballot to be distributed at the annual Fall Conference.

 

Harold B. Allen Award Nominating Group

Harold B. Allen, a professor from the University of Minnesota and noted linguist, was the founder and first president of TESOL in 1966.  Among his many achievements, he was an internationally recognized expert on regional dialects of the U.S., and he authored the Linguistic Atlas of the Upper Midwest.  MinneTESOL celebrates this connection by honoring a member of our local affiliate each year who has demonstrated particular dedication to the profession and to the organization.

The nominating group is composed of 10 former Harold B. Allen awardees. The Past President should contact this group and request names of nominees, then send a collection of names to the board, who should choose one person from this list to receive this award.

The Past President will provide the name of the award winner to the Executive Assistant at least one month before the conference so that a special plaque can be ordered and presented to the award winner at the fall conference.

ESL Bilingual Awareness Week Committee

The main purpose of the ESL/ Bilingual Awareness Week Committee is to coordinate and facilitate activities that bring attention to and foster recognition of ESL and bilingual programs and learners. ESL/ Bilingual Awareness Week is the third week in October.

Specific activities of this committee may include:
Work with the Past President to organize and facilitate an ESL/Bilingual Awareness Week Poster or Essay Contest (done in rotating years, i.e. 2007 Essay Contest, 2008 Poster Contest, etc.)
Set up age-level categories and determine rules of the contest, including deadlines, criteria for judging, prizes, etc.
Write and email out information and entry forms to ESL and Bilingual educators.

Receive entries and identify a process for choosing the winners.
Notify award winners and submit names of winners to Executive Assistant for publication in the newsletter.
Budget

Budget goals

The MinneTESOL Board sets budget guidelines at the January meeting each year. Main budget items are the Fall Conference, Executive Assistant salary, spring IS meetings, grants, directory, and the MinneWITESOL journal.

The Board should try to maintain a sound budget and have as a goal the establishment of a reserve fund of $15,000 to $20,000 in the bank to be set aside in case of funding shortfalls or downturns in organization membership. In order to establish this fund, MinneTESOL should put aside as much as $500 to $2000 a year until this goal has been met.

When the organization has surplus funds, these can be allocated for special undertakings such as member grants, funding board members or IS leaders to attend the TESOL conference, or expenses related to TESOL Advocacy Day.

Taxes

When MinneTESOL is required to submit tax forms, the President, First Vice President and Executive Assistant will work together to accomplish this goal in a timely manner.

Contractual Positions

Executive Assistant

Board-related Duties:

        Arrange and attend all Board meetings

        Prepare each Board meeting’s agenda

        Provide clerical and organizational support to Board members

        Keep MinneTESOL’s archived records; act as historical reference

        Pay annual MinneTESOL affiliate dues to TESOL

        Prepare and submit annual report for TESOL

        Check Post Office box at least twice monthly; handle incoming mail

        Assist with Fall Conference planning

        Other duties and projects as requested by the Board

Membership-related Duties:

        Track all membership records in database

        Send out membership renewals monthly

        Send out emails to membership and Interest Sections

        Pay bi-annual rental fee to Post Office for box

        Act as liaison to Website Coordinator to keep website current

Financial Duties:

        Keep all financial records in Quickbooks

        Balance the checking account

        Collect and dispense funds as necessary

        Prepare and present financial report to the membership at the Fall Conference

        Prepare and present financial report for each Board Meeting (4-5/year)

        Assist the President and the First Vice President with filling out the tax form 990ez

 

 Other:

Maintain an ongoing binder containing specific details concerning the duties of the Executive Assistant. Make updates each year as necessary. At the end of service, give a copy of the binder to the Board President. Pass the binder on to the replacement.
Current (2009) arrangement for Executive Assistant: $25/hour.
December through August: 4 hours/week.  Total: $400/month

September through November: 8 hours/week.  Total $800/month

Conference Facilitator
This person is contracted by the conference coordinators. This person should be experienced in performing administrative duties related to conference organization such as maintaining registration files, sending out flyers, etc.
Specific duties of the Conference Facilitator include, but are not limited to:

· theme design

· registration processing 

· tracking of registrants (purchase orders, checks)

· nametags

· mailings

· conference programs

· signs

· check-in/registration on the day of the conference

· invoicing of past-due registration fees
Desktop Publisher

The Desktop Publisher is contracted by the Journal publishers to prepare the journal for print or online publication. For the print version this person should be able to use current desktop publishing software and graphic design formats. For the online version this person should be able to create html and pdf files from Word or text documents and create a standard format for all files.

Maintaining TESOL Affiliate Status

MinneTESOL is an affiliate of the international organization of Teachers of English to Speakers of Other Languages (TESOL). Affiliation status carries duties and responsibilities described in the TESOL Bylaws as follows:

Once an organization is accepted for affiliate status, it retains its affiliate status by submitting an annual report to TESOL that documents the affiliate achievements of the following requirements:

Part of its annual general meeting should be devoted to the business of the affiliate.

It should have one additional meeting of its governing body each year.

The liaison officer reports the membership size, results of election of officers, new leadership contact information, and dates of upcoming conferences and other information upon request.

It must disseminate information among its members such as through a newsletter, and it should send a copy of each issue to TESOL Central Office.

It must send a representative to the Affiliate Council at least once every 2 years.

Three members of its governing board should be members of TESOL.

It must pay annual affiliate dues set by the TESOL Board of Directors and based on affiliate size.
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