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Appendix B: Specific Board Procedures and Policies

Northeast Region Administrator Standards Board

Membership Composition

Membership of the NRASB shall be composed of nine administrators from the following supervisory unions and districts: Blue Mountain, Caledonia Central, Caledonia North, Essex Caledonia, Essex North, North Country, Orange East, Orleans Central, and St. Johnsbury. At least a majority of the membership shall be licensed administrators (Vermont Licensing Rule 5634).  “Administrator” is defined as an educator who spends the majority of his or her employed time in a school, school district, or supervisory union and is devoted to direct responsibility for the evaluation and discipline of personnel, the development and management of the curriculum of the school, or supervision or internal management of a school system or school program (Vermont Licensing Rule 5633). 

Membership Selection

Each term is three years, and no member may serve for more than two consecutive terms unless a replacement is not found, in which case an administrator can serve additional consecutive terms. Should a vacancy occur for a supervisory union or district, a replacement administrator will be selected by the administrators in the supervisory union or district in which the vacancy occurred. 

Officers are elected during the last meeting of each school year and take office July 1. Offices associated with NRASB are Chair, Vice Chair, and Secretary. All officer terms are one year. The Chair and Vice Chair may be combined into two co-Chair positions should the members vote to do so. There are no term limits for holding office.

The responsibilities of the Chair (or co-Chairs) include:
	presiding at Board meetings;
	preparing and distributing agendas;
	representing the Board on policy;

reviewing and updating plans;
	preparing Annual and Financial Reports;
	approving license renewals after Board has made a recommendation;
	ensuring all members have access to documents;
	conferring with L/RSB Consultant;
	ensuring there is representation at all trainings;
	providing training for new members;
	representing the Board in any appeal to the Licensing Office; and
	informing the L/RSB consultant when change of Chair or members occur.

The responsibility of the Vice Chair includes acting on the Chair’s behalf in his or her absence. 

The responsibility of the Secretary includes:
	taking accurate meeting minutes;
	providing minutes for Board approval and to anyone who request them;

Maintaining files; and
Filing and mailing Board correspondences.
The responsibilities of all members of NRASB include:
	becoming knowledgeable about plans, licensing rules, endorsements, and policies;
	verifying requirements for renewals;
	recommending renewal or non-renewal of licenses and endorsements;
	providing copies of plans to administrators;
	providing information and assistance to renewing administrators;
	communicating with administrators about procedures and requirements;
	serving as liaison between Board and assigned administrators; and 
	communicating decisions to individual educators


MEETINGS

Meeting dates, times, and locations for each school year will be set at the last meeting of prior school year and will be listed on the Vermont Online Licensing System for Educators (ALiS) and communicated to administrators through their supervisory union or district representative. A minimum of eight meetings will be held each school year with the first meeting held in September or October and the last meeting held in early June. On the request of a Board member additional meetings may be called by the Chair. A quorum of at least five members shall be present for any action items. Members may participate virtually (by phone or Internet) when needed.

Meetings will follow Vermont’s Open Meeting Law and the format will be Robert’s Rules of Order for Small Boards. Minutes will be taken for each meeting and are considered in draft form until approved by the Board at a subsequent meeting. 

Meeting minutes will be maintained for a minimum of seven years. Other Board documents not related to individual administrators will be maintained for seven years. Items related to individual administrators (old paper copies of activities, copies of licenses, etc.) will be returned to the administrator one year after the close of the associated license cycle. If the administrator is no longer employed, then the Board will maintain the documents for one year and then destroyed. An administrator may request in writing for any paper files to be released to them or transferred to another Board.

Professional Learning Activities

Administrators submit all requests for activity approval and relicensing through ALiS. Administrators are not required to obtain pre-approval for activities, but are recommended to do so for “out-of-the-ordinary” requests to ensure the activity will meet requirements for approval. Administrators are required to submit activities or renewals to the Board at least five days prior to a scheduled meeting and to notify his or her representative of the submission. 

It is the responsibility of the administrator to ensure activity and relicensing requests are complete when submitting to the Board, including all supporting documentation. Paper documents are not accepted. The Board may deny any activity or renewal that is not complete. 
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