Section F


STAFF

INTERNAL OPERATION

The NSBA staff shall be organized under the Executive Director.  The Executive Director is authorized to transfer or reassign any staff person from or to any position within the approved NSBA staff organization at any time.

Policy History:
Approved by the Board April 19, 1979


Amended by the board June 14, 1990


Amended by the Board April 12, 1994


Reviewed and Approved by the Board February 2, 1996


Amended by the Board September 11, 1997


Reviewed and Approved by the Board November 10, 1999

STAFF

EMPLOYEE MANUAL

The NSBA Employee Manual shall serve as the NSBA Board of Directors approved personnel manual.  It shall be reviewed and approved at least annually by the NSBA Board of Directors.

Policy History:
Approved by the Board April 19, 1979


Reviewed and Approved by the Board February 2, 1996


Reviewed and Approved by the Board November 10, 1999

STAFF

HIRING POLICY

NSBA is a non-discriminating, equal opportunity employer that continually seeks:

· to hire the most highly qualified persons;

· to provide professional growth and promotional opportunities to employees; and

· to foster an environment in which the special talents of all its employees are utilized
to the fullest extent possible.

Policy History:
Approved by the Board April 19, 1979


Amended by the Board June 14, 1990


Reviewed and Approved by the Board February 2, 1996


Reviewed and Approved by the Board November 10, 1999

STAFF

Equal Employment Opportunity and

Affirmative Action Plan For Employment

I. Preamble
The National School Boards Association is an equal employment opportunity and affirmative action employer.  Thus, NSBA:

· complies with applicable federal, state and local laws, regulations, and executive orders relevant to equal opportunity in employment; and

· Shall take necessary action to implement NSBA’s voluntary policy on Equal Employment Opportunity and Affirmative Action Plan set forth below.

II. Policy on Equal Employment Opportunity and Affirmative Action Plan
1. NSBA shall recruit, hire, train and promote qualified individuals in all job titles without discrimination as to race, color, national origin, religion, gender, age, disability or sexual orientation and shall ensure that all other personnel actions such as compensation, benefits, layoffs, return from layoffs, association sponsored training, and educational tuition assistance, are administered also in a non-discriminatory manner.

2. NSBA shall take affirmative action to recruit persons of minority race and ethnic origin, females, and qualified handicapped persons for employment and ensure that these employees are specifically encouraged to aspire and apply for promotion and are actively considered as relevant promotional opportunities arise.

III. Implementation of Policy
1. In implementing this Equal Employment Opportunity and Affirmative Action Plan, NSBA shall ensure:

· that all newspaper job vacancy ads, internal job vacancy list and other job notices and announcements contain a statement that NSBA is an Equal Employment Opportunity and Affirmative Action Employer;

· that, at the same time that job vacancy ads are placed in newspapers, an announcement of vacancy is sent to specifically determined organizations that promote diversity so that NSBA may have the largest available candidate pool when making a personnel selection;

· that all job vacancies are posted on the employee bulletin board in NSBA’s continuing effort to encourage internal promotions;

· that this policy is posted on the NSBA employee bulletin board;

· that all new employee orientation sessions include a discussion of this policy;

· that this policy is part of the NSBA Board Policy Manual and distributed to everyone who receives a Board Policy Manual, including the NSBA Board of Directors and State Association Members, and that all NSBA staff members have access to the NSBA Board Policy Manual in the office of the Director, Human Resources.

2. The Director, Human Resources shall:

· ensure the carrying out of the responsibilities specified above;

· periodically review all of NSBA’s employment policies with special emphasis on Equal Employment Opportunity and Affirmative Action; and

· maintains records by race, national origin, sex and handicap on all employees and annually prepare a report for the Executive Director to present to the Board of Directors on the status of the Equal Employment Opportunity and Affirmative Action Plan.

3. Where corrective action appears to be warranted, the Director, Human Resources shall make appropriate recommendations through the Chief Operating Officer to the Executive Director.

Policy History:
Approved by the Board January 25, 1985


Amended by the Board June 14, 1990


Reviewed and Approved by the Board February 2, 1996


Reviewed and Approved by the Board November 10, 1999


Amended by the NSBA Delegate Assembly April 3, 2009


Reviewed and Approved by the Board June 12, 2010

STAFF

Compensation Philosophy

NSBA’s compensation philosophy is predicated on its ongoing resolve to provide an organizational setting that excels in attracting, retaining and motivating its employees.  NSBA seeks to offer salary opportunities that are competitive in the Washington, D.C., metropolitan area job marketplace, internally equitable and grounded in the Association’s fiscal ability to pay.

Thus, the NSBA Board of Directors and Executive Director shall endeavor:

· to inform employees:

· that actual salaries paid are related to both current salary ranges and the financial health of NSBA;

· that the salary schedule of NSBA changes only by specific action of the Board of Directors; and

· that while the Board of Directors will review the salary schedule each year, changes in the salary schedule are not automatic from year to year;

· to review the salary schedule each year and to determine any percentage of change in ranges of the salary schedule based on changes in the Washington, D.C., metropolitan marketplace reflected by an analysis completed in a board-approved manner;

· to consider changes in the budgeted funds for salaries and benefits as part of the budget adoption process with regular annual reviews for continuing NSBA employees taking place July 1;

· to offer salary opportunities that are externally competitive and internally equitable;

· to value jobs based on their levels of responsibilities and contributions; and

· to reward individual employees on the basis of their performance and level of responsibilities.

Policy History:
Approved by the Board June 14, 1990


Amended by the Board September 24, 1992


Reviewed and Approved by the Board February 2, 1996


Reviewed and Approved by the Board November 10, 1999

STAFF

Conflict of Interest

No member of the NSBA staff may accept any gift of property, services or money as an inducement to promising or providing NSBA business to the offeror.  However, in recognition of the nature of private, non-profit corporate business practices and the competitive promotional efforts of the private marketplace, this conflict of interest provision shall not apply to:

· business meals, receptions, and entertainments incident to the usual conduct of business;

· marketing efforts by the offeror that apply to general customers or clients similar to NSBA; or

· items of an insubstantial value not solicited by an NSBA staff member.

Familiarization trips involving out-of-town travel to review a hotel or a city at the expense of said hotel or city shall only be taken by employees in a bona fide position to make or recommend site selections and only with the specific concurrence of the appropriate associate executive director or, in the case of associate executive directors, the deputy executive director.

When an employee is in doubt as to the applicability of this policy in a particular situation, he/she shall consult with his/her immediate supervisor for authoritative interpretation that can be relied upon in resolving the doubt.

Policy History:
Approved by the Board April 19, 1979


Reviewed and Approved by the Board February 2, 1996


Reviewed and Approved by the Board November 10, 1999

STAFF

Outside Gainful Employment

No member of the NSBA full-time staff may be gainfully employed simultaneously elsewhere or by others than NSBA to the detriment of his/her job performance for NSBA.  However, in recognition of the professional nature of most of the jobs at NSBA, the personal career aspirations of professional persons, and the enhancement of NSBA when its staff members provide services on their own personal time for the benefit of other organizations or associations, this prohibition on outside gainful employment shall not be interpreted as prohibiting NSBA staff members from engaging in, or receiving honoraria from serving as consultants or writing for publications, provided that:

· the NSBA staff member performs such services on his or her personal time at no monetary cost to NSBA, and at no detriment to his/her own NSBA job performance;

· the NSBA staff member disclaims that he/she represents NSBA in the consultancy or authorship;

· the services offered by the NSBA staff members are not in direct or immediate competition with the services provided by NSBA; and

· neither a school board nor a school boards association is the recipient of his/her services.

Each employee contemplating engaging in outside gainful employment shall consult with his/her immediate supervisor in advance concerning the interpretation of the policy’s applicability to his/her outside employment.

Policy History:
Approved by the Board April 19, 1979


Reviewed and Approved by the Board February 2, 1996


Reviewed and Approved by the Board November 10, 1999

STAFF

Staff Participation in STATE ASSOCIATION Member Programs

NSBA shall actively encourage and promote the participation of its executive staff in the programs of its Association Members.  NSBA’s goal is to have as large a number of NSBA representatives participating in as many Association Member programs as possible.

It is intended that this policy will:

· provide for more frequent in-depth briefings by NSBA staff to participating Association Member officers and local school board members; and

· upgrade the communications system between NSBA and Association Member officers and local school board members.

Staff member participation shall be subject to the approval of the Executive Director or his/her designee.

No NSBA staff member shall seek or receive any personal monetary payment for participation in any program of an Association Member.  However, this shall not preclude an Association Member from reimbursing NSBA for the expenses incurred by NSBA staff members to participate in Association Member programs if the Association Member has the ability to pay such expenses.
Policy History:
Approved by the Board April 19, 1979


Reviewed and Approved by the Board February 2, 1996


Reviewed and Approved by the Board November 10, 1999


Reviewed May 2007


Amended by the NSBA Delegate Assembly April 3, 2009

3 of 3





1 of 1





2 of 2





3 of 3





1 of 2





1 of 1





1 of 1





1 of 1





1 of 1





1 of 1





1 of 1








PAGE  
F-9
g:\ogc\nsba pm\section_f.doc

