#ACSALeaders

May, 2018
Dear ACSA Leader:
This Leadership Manual is designed to assist you as a leader in the Association of California School
Administrators. As you know, effective association leadership requires purposeful planning as well as the
resources to transform that planning into programs and services.
State ACSA is available to assist you in your leadership efforts. In fact, we believe it is our responsibility
to help train region leaders so that they may, in turn, train their committee, council and charter leaders.
We also believe communication among state ACSA, committees, councils, regions and charters is a top
priority.
As you know, ACSA is unique among professional associations. Its mission, goals and structure are
member-driven. For that reason, ACSA should be the association of choice among school leaders at the
region and charter level. ACSA’s strength depends on our combined ability to inform education leaders
about:
• The services ACSA offers and how to access them
• How to become active in ACSA
• The state, region and charter structure of ACSA
We hope, as an ACSA leader, you will assist in our efforts to communicate ACSA’s strengths at the region,
committee and charter level. We expect that you will also share your committee, council, region and
charter concerns and needs with state ACSA.
Thank you for your participation as an ACSA leader. Your contributions of time and talent are unmatched.
Sincerely,

Wesley Smith
Executive Director
WS:sc
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the mission of acsa
mission
The mission of the Association of California School Administrators, the driving
force of education in California and beyond, is to ensure the creation of
communities of learning and teaching that serve both the aspirations of individual
students and the greater good of society, through this unique and indispensable
coalition distinguished by:
■ bold and authoritative advocacy;
■ dedication to the highest personal and professional ethics;
■ inspirational networks of discovery and sharing of knowledge;
■ mutual commitment to excellence; and
■ universal accessibility to learning.

parameters
We will practice collaborative* decision-making throughout the organization.
Our focus will be public education.
We will offer only those services and products that are unique or extraordinary.
We will expect the best from each individual.
We will not respond to conditions as if they were causes.
*to be defined operationally

objectives
Local educational agencies have the resources and the freedom to meet the unique needs of
their learning communities.
Every educational community is led by exemplary, inspirational educators who are compelled to create
innovative, rich and accessible learning environments.
We are the consummate authority and prevailing influence on education policy.

beliefs. we believe that:
■ an educated citizenry is
essential to democracy

■ dreams inspire potential
■ every person deserves respect
■ personal dignity is a human right
■ we are all responsible
for each other
■ diversity strengthens community

■ human virtues demand advocacy

■ learning never ends

■ every person has a right to unrestricted
opportunity

■ where we come from does not dictate
how far we go

■ each person has
unlimited capacity

■ every individual has the power to effect
immeasurable good

■ every person thrives to the degree that
he or she builds trusting relationships

■ strong families are
vital to society

■ transformative change requires the
courage to take risks

www.acsa.org ■ 800.608.ACSA
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ACSA Services and Staff Contact
Executive Director ........................................................................................Wesley Smith, Sacramento
Chief Operating Officer ............................................................................... Scarlett Vanyi, Sacramento
Board of Directors .............................................................................................. Suzanne Caffrey, Sacramento
Leadership Assembly ...................................................................................................Lori Allred, Sacramento
Committees/Councils .................................................................................................Sue Periera, Sacramento
Communications Department .................................................................................... Naj Alikhan Sacramento
Conference Registration .................................................................................... Michael Dawson, Burlingame
EdCal ......................................................................................................................... Naj Alikhan, Sacramento
Federal Relations .................................................................................................... Adonai Mack, Sacramento
Financial Services .................................................................................................Burlingame
Foundation for Educational Administration ....................................................Margaret Arthofer, Sacramento
Governmental Relations ....................................................................................... Edgar Zazueta, Sacramento
Information Technology ......................................................................................... Tony Baldwin, Sacramento
Job Board ............................................................................................................... Tracy Olmedo, Sacramento
Member Assistance and Legal Support Team ................................................ Margarita Cuizon, Sacramento
Membership Promotion ................................................................................... Margarita Cuizon, Sacramento
Partner4Purpose ................................................................................................. Tatia Davenport, Sacramento
Professional Learning Programs .....................................................................Margaret Arthofer, Sacramento
Publications ............................................................................................................Emily "HQPPO, Sacramento
Public Information ..................................................................................................... Naj Alikhan, Sacramento
Members Only Discounts ..................................................................................... Carlota Cabrera, Burlingame
Leadership (ACSA magazine) .................................................................................... Naj Alikhan, Sacramento
ACSA Web Site (www.acsa.org) ......................................................................... Josh Peterson, Sacramento
Southern California Office
Palm Brook Corporate Center
3602 Inland Empire Blvd. Suite A230
Ontario, CA 91764
Phone: 909-484-7503
Toll Free in California: 800-608-ACSA (2272)
FAX Number: 909-484-7504

Sacramento Office
1029 J Street, Suite 500
Sacramento, CA 95814
Phone: 916-444-3216
Toll Free in California: 800-608-ACSA (2272)
FAX Number: 916-444-3739

Burlingame Office
1575 Bayshore Highway
Burlingame, CA 94010
Phone: 650-692-4300
Toll Free in California: 800-608-ACSA (2272)
FAX Numbers:
650-259-1029 (Financial Services)
650-692-6858 (Educational Services)
650-692-1508 (Human Resources)
650-692-7297 (Member Services)
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Wes Smith
Executive Director
Executive Oﬃce – Scarlett Vanyi
•
•

Governance
Bylaws, Policies & Procedures

•
•

Board Relations
Human Resources

•
•

NASS
Management of Sacramento building

•
•
•
•
•

Leadership Magazine
CareerConnect
Graphic Design & Production
Communications Training
Social Media Strategies and Platform

•
•
•

Web-based Solutions
Crisis Response
ACSA News (online news and feature
broadcasts)

•
•
•

Common Core Standards Transition
LCAP support – LCAP PD, LCAPca
LCAP Solution Partners – InnovateEd,
Progress Adviser
Clear Administrative Services
Credential

•
•

Committees and Councils
Liaison with NAESP, NASSP, ASCD,
CISC, TICAL CLMS, CUE, Curriculum
Commission, CAPEA, CTC, NTC

•
•
•
•

Payroll & Pension
Banking & Investments
Cash & Credit Management
Insurance & Risk Management

•
•
•
•

Tax Reporting
Leases
Partnership Accounting
Management of Burlingame Building

•

Federal Regulations

•

Federal Policy

•
•
•
•

State Board of Education
Political Endorsements
Education Legal Support Fund (ELSF)
CalSTRS/PERS

•
•
•

Women’s Leadership Network
Advocacy Training
Coalition for Health Care Ref

•
•
•
•

Mobile Technology
Programming
User Account Management
Website Technology

•

Development and Maintenance of
Association Management System and
all Integrated Systems

•
•

Brand Strategy
Market Position & Pricing

•
•

Business Development
Content Marketing

•
•

Professional & Legal Assistance
Membership Promotion, Recruitment
and Retention

Communications – Naj Alikhan
•
•
•
•
•

Strategic Messaging
Public & Media Relations
Awards & Recognition
ACSA.org
EdCal Newspaper

Educational Services – Margaret Arthofer
•
•
•
•

Curriculum, Instruction, Assessment
& Accountability
Professional Learning Programs
Urban District Support
Leadership Coaching & Mentoring

•

Financial Services
•
•
•

Budgeting
General Accounting / AR / AP
Financial Planning, Analysis &
Reporting

Federal Relations – Adonai Mack
•

Federal Legislation

Governmental Relations – Edgar Zazueta
•
•
•
•

State Legislation
Legislative Action
Political Action Committees
Commission on Teacher
Credentialing

Information Technology – Tony Baldwin
•
•
•

Desktops, Laptops & Servers –
Hardware and Software
Data Network Hardware & Software
Communications Systems
(Telephony, Conferencing, etc.)

Marketing – Tatia Davenport
•
•

Corporate Partner Relations
Market and Member Research

Member Services & Member Assistance and Legal Support Team – Margarita Cuizon
•
•
•
•

Membership Data Collection and
Maintenance
Member Benefits
Strike Preparation, MOU Assistance
Collective Bargaining Seminars

•
•
•
•
•

Institutional Services
Ambassador Program
Member Recruitment Team
Region/Charter Relations
Equity and Diversity Project
9

Association of California School Administrators

ACSA Sacramento Office
1029 J Street, Suite 500
Sacramento, CA 95814
(916) 444-3216
(800) 608-ACSA (2272)
From Sacramento Airport
Use Super Shuttle for transportation from the airport. Fee: $14 first guest, or $11.00 if two or more
are travelling together to the same destination. Super Shuttle is located near the passenger pickup
areas outside of baggage claim.
Ride Sharing Apps (Uber, Lyft): Terminal A, west curb; Terminal B, west commercial curb.
By Car
Eastbound: From Interstate 80, take Interstate 5 to J Street exit. Continue on J Street to the ACSA
building located on the northwest corner of 11th and J Streets.
Westbound: From Highway 50, take 16th Street exit. Follow 16th Street to L Street, turn left on L
Street. Follow L Street to 10th Street, turn right. Turn right on J Street. The ACSA building is located
on the northwest corner on 11th and J Streets.
North or Southbound: Take Interstate 5 to J Street exit. Continue on J Street to ACSA building
located on the northwest corner of 11th and J Streets.

Parking for the Sacramento Office
A public parking garage is located on 11th Street between J and I Streets. The cost is $18.00 for the
day.
Additional parking garages are identified on the next page, should the 11th Street City Parking lot
be full.
There is meter parking available in front of the building.
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ACSA Burlingame Office
1575 Bayshore Highway
Burlingame, CA 94010
(650) 692-4300
(800) 608-ACSA (2272)

From the San Francisco Airport
Take a taxi or Uber to the ACSA office. It is about two miles south and the cost is about $18.00.

Southbound
Take Millbrae Avenue exit off Highway 101. Go east over the freeway toward the Bay and turn
right on Bayshore Highway. ACSA is on the right, diagonally across from Elephant Bar. Turn right
onto Hinkley Rd. ACSA will be the first drive way on the left.

Northbound
Take Highway 101 to the Broadway Avenue exit toward the Bay. Make a left at the light onto
Bayshore and ACSA will be on the left, diagonally across from Elephant Bar.

Parking for the Burlingame Office
Parking in the ACSA lot is extremely limited. Our tenants have half of the lot, which is marked with
their name. The other half is marked ACSA. If you do not find an available “ACSA” parking spot,
your next option is the Marriott Hotel. When you park at the Marriott, walk one block south to the
ACSA building. There is a fee to park in the lot, which is reimbursable by ACSA. Unfortunately, our
neighbors are towing unauthorized vehicles from their lots, so be sure not to park there.
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ACSA Ontario Office
3602 Inland Empire Blvd., Suite A-230
Ontario, CA 91764
(650) 692-4300
(800) 608-ACSA (2272)

From Los Angeles

From Los Angeles, take the 10 freeway east to the Haven Avenue exit. Turn left (north) over the
freeway and turn right on Inland Empire Blvd. Turn right on Porsche Way and make a quick left into
parking lot of Palm Brook Corporate Center. ACSA is located on the second floor, Suite A-230.

From San Diego

From San Diego, take 15 freeway north to 10 freeway west. Exit Haven Avenue and turn right
(north). Turn right on Inland Empire Blvd. Turn right on Porsche Way and make a quick left into
parking lot of Palm Brook Corporate Center. ACSA is located on the second floor, Suite A-230.

Shuttle Service
Ontario Airport Hotel provides shuttle service to and from the Ontario Airport to the ACSA Ontario
office. Any member needing shuttle services from the airport may call from the baggage claim area.
Ride share apps (Uber, Lyft) also available.

Hotel Information

Ontario Airport Hotel
700 North Haven Avenue
Ontario, CA 91764
(909) 980-0400
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DESCRIPTION OF ACSA STRUCTURE
Leadership Assembly
The Leadership Assembly elect officers, approve bylaw changes, approve the association goals and
objectives, receive and review information from task forces, ratify ACSA's legislative platform, make
recommendations to state Board members relating to issues brought before the Leadership Assembly,
advise state board members concerning major policy issues, statewide ballot measures, and on statewide
candidate endorsements, and serve as liaisons to regions.
Each region’s delegates are the president, president-elect, and vice president for legislative action. An
additional delegate will be added to the base number of three for each additional 200 regular/consolidated
members in the region. Selection of additional delegates is determined by the region. In addition, votes are
derived from committee chairs, council presidents and the Board of Directors.
Board of Directors
The Board of Directors consists of five officers and 19 directors. Annually, up to four directors-at-large may
be appointed by the President, with the approval of the Board, to achieve a more balanced representation in
the best interests of the Association.
The Board of Directors is the governing body of the Association. The Board establishes and monitors
policies, develops, approves and monitors the budget, approves committee and council appointments,
employs and evaluates the Executive Director, gives final approval to political candidate endorsements,
approves recommendations from issue-based task forces, monitors the strategic plan, provides general
organizational direction, approves Leadership Summit conference fee, recommends bylaw changes to
Leadership Assembly and approves annual dues.
Regions
ACSA is currently divided into nineteen regions within California. New regions may be created and changes
in region boundaries may be recommended by the Board and approved by the Leadership Assembly.
Each region shall have a governing board composed of elected region officers and other members as may
be provided in the region's bylaws.
The functions of each region shall be to promote within the region the purposes of ACSA with programs
and activities similar to and consistent with those of ACSA. Additional responsibilities may be adopted by
the Board.
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DESCRIPTION OF ACSA STRUCTURE
Charters
A charter is a smaller unit of ACSA within a region of ACSA and shall be under the jurisdiction of the
region. Charters vary in size and complexity. Charters are created for the purpose of implementing the state
program at the local level, for the involvement of members, for the utilization of leadership potential and for
effective communications between all levels of governance of ACSA.
Committees
There shall be such standing and special committees as the Board may authorize. The purpose and
suggested activities of any committee shall be determined by the Board and the Board shall review
annually the achievements of all committees. The ACSA President appoints committee chairs and regions
select members for committees.
Committees have the responsibility to develop a close working relationship with their regional counterparts.
Councils
Effective July 1, 2004 the Leadership Assembly created twelve councils to obtain the best of two worlds –
a united administrator association and unique representation for job-alikes.
Councils create their own bylaws, mission statements, operating rules, procedures, subcommittees,
meeting practices, and related rules that will be consistent with ACSA bylaws, rules, and policies. These
are subject to ratification by the ACSA Board of Directors. Councils elect their president and regions may
elect or select members for councils.
Councils have the responsibility to develop a close working relationship with their regional counterparts.

15

how state acsa works
EXECUTIVE
DIRECTOR

BOARD OF DIRECTORS
Officers . . . . . . . . . . . . . . . . . . . . . . . . . . 5
Directors (elected by region) . . . . . . . . 19
Directors at-large (up to) . . . . . . . . . . . . 4

Leadership Assembly
elects officers

STATE LEADERSHIP ASSEMBLY

Board Members sit on
Leadership Assembly

Committee Chairs . . . . . . . . . . . . . . . . . . 8

Board Members . . . . . . . . . . . . . . . . . . 28
Council Presidents . . . . . . . . . . . . . . . . 12
Region Votes . . . . . . . . . . . . . . . . . . . . . 
TOTAL . . . . . . . . . . . . . . . . . . . . . . . . . 1

EXECUTIVE
COMMITTEE

COMMITTEES/COUNCILS
Standing Committees . . . . . . . . . . . . . . . 5
Special Committees . . . . . . . . . . . . . . . . 4
Councils . . . . . . . . . . . . . . . . . . . . . . . . . 12

Committee Chairs and
council presidents have a
vote at Leadership Assembly.

TOTAL . . . . . . . . . . . . . . . . . . . . . . . . . . 21
Total Members . . . . . . . . . . . . . . . . . . 520

Region select delegates

Standing Committees: Region presidents nominate
members of standing committees.
Councils: Regions may hold elections or region
presidents may appoint council members.
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COMMUNICATIONS DEPARTMENT
ACSA is a strong voice for public schools, educational reform, and the administrative
profession. The ACSA Communications Department works to promote leadership by
communicating the role and contribution of school administrators in California’s public
schools. The department ensures news and information are widely disseminated and
readily available to school leaders through:
EdCal
EdCal, ACSA’s award-winning newspaper read by more than 50,000 educators
throughout California, is an important resource for sharing administrator success
stories, news and the ACSA message with members and the entire education
community.
Leadership magazine
This award-winning magazine is sent to more than 18,000 ACSA members, as well as
other decision-makers who subscribe. An ACSA survey has shown readers pass along the
publication to at least two other colleagues each edition. Highlighting success stories
and clear messaging in Leadership adds value to our communications efforts. Leadership
magazine is also distributed to members of the National Association of School
Superintendents.
ACSA News
ACSA members can count on ACSA News, our online video newscast covering the
important issues involving education. The news offers information on campaigns,
political advocacy inside the State Capitol and events.
ACSA Storytellers and First Person with Wes Smith
ACSA provides original video programming for the entire education community through
member features and one-on-one interviews with the country’s foremost thought
leaders. ACSA Storytellers showcases enlightening stories on the good things happening
in education. These 3-4 minute videos focus on students, teachers, and administrators.
First Person is an interview show hosted by ACSA Executive Director Dr. Wesley Smith.
Education advocates are show guests, providing insight into campaigns, endeavors, and
legislation impacting California public school students.
Crisis communications
In times of great need, ACSA provides Communications Department staff to assist in all
matters of crisis response. This includes strategic planning, research, talking points
assembly, and media relations.
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Media outreach
ACSA maintains excellent relationships with print and electronic reporters who cover
education issues.
Talking points/background materials
ACSA Communications produces and provides talking points, background materials and
related training for the ACSA Board of Directors and the Leadership Assembly. In
addition, we work within the association’s region and council/committee structure to
ensure our members have access to the most up to date materials.
ACSA.org
The ACSA website and online community are increasingly relied upon for immediate
communication of association efforts.
Social media platforms
Our Facebook, Twitter, Instagram, LinkedIn and Pinterest profiles enable ACSA to share
information, news, and member activity.
Email alerts
Members rely on regular emails from ACSA to learn about professional learning
opportunities, new and pending changes in legislation, State Board of Education updates
and new discounts and services from ACSA.
Communications training
One of ACSA’s ongoing goals is to help school leaders tell their stories with confidence.
Most of ACSA’s major professional learning opportunities include training in
communications. These trainings offer school leaders tips for working with the media, as
well as tools for developing communications plans.
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COMMUNICATIONS DEPARTMENT STAFF
ACSA’s Communications Department works to further ACSA’s goal of providing instantaneous
dissemination of reliable, in-depth information.
NAJ ALIKHAN
As Senior Director of Communications, Naj Alikhan oversees ACSA’s internal and external
communications and serves as the association’s spokesperson. Naj manages the ongoing efforts to
strengthen ACSA’s statewide and national communications and further the association’s strategic
priorities. Additionally serving as editor of Leadership Magazine and anchoring ACSA News, Naj
collaborates with districts on their crisis communications management strategies.
STEPHEN LONG
Stephen Long is the keeper of ACSA’s brand, providing strategic thinking and production to all
member/future-member related materials. He focuses on graphic design needs and production for all
conference and event marketing tools, member recruitment kits and association products.
Stephen also is responsible for Leadership magazine layout, design and quality assurance, and guides
software analysis and allocation for the Communications Department.
CARY RODDA
Cary Rodda is ACSA’s EdCal editor and ACSA News Clips coordinator. EdCal is published 36 times
each year and Cary guides story assignments and allocation, content production, editing and layout.
As the editor, Cary interfaces with ACSA members, staff, and partners on submitting articles and
guides all content-gathering and editing.
EMILY AGPOON
As Communications Coordinator, Emily is responsible for ensuring that ACSA’s publications and
marketing materials are produced and distributed in an efficient, cost-effective way. She manages the
ACSA website, all region websites and shopACSA. In addition, Emily coordinates ACSA’s statewide
awards program and serves as staff liaison to the Awards Committee.
MICHAEL KELLY
Michael Kelly focuses on strengthening ACSA’s video content through member features and
original reporting. His responsibilities include story cultivation and interface with ACSA members,
as well as hands-on video content production. Michael also contributes content to EdCal,
Leadership Magazine and ACSA.org
DARCY TOTTEN
Darcy Totten leads the association’s social media strategies as a Communications Content
Specialist, creating and managing our digital media environment and building engagement with
ACSA members via social media platforms, the ACSA website, EdCal and Leadership Magazine.
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TRACY OLMEDO
Tracy Olmedo is ACSA’s CareerConnect coordinator and shopACSA coordinator. She works with
clients to build and place job ads in EdCal and on ACSA’s website. Tracy also disseminates ACSArelated email to members, as well as monitors inventory and orders for shopACSA.
MARINA BROWN
Marina is the content specialist for the ACSA Resource Hub. Dedicated to delivering timely and relevant
best practices and original material from members, partners, and affiliate organizations, Marina
researches and writes content. The Resource Hub platform is a member benefit and helps to promote
ACSA membership and professional learning.
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EDUCATIONAL SERVICES DEPARTMENT
ACSA leads the state with over 100 professional development opportunities for to strengthen
and broaden the knowledge, skills and ability of education leaders. The Educational Services
department works to promote leadership by developing and partnering on quality professional
development opportunities throughout California in a number of venues.
Conferences: Nine major conferences are offered annually throughout California, ranging from
all-targeted to specific job-a-like groups. We also have two residential programs which provide
in-depth professional learning opportunities for veteran principals and new and aspiring leaders
held each year at the beautiful UCLA campus.
Academies: Academies are developed and designed to provide participants in an intensive
professional learning opportunity over the course of the year. They are targeted at various joba-likes. Traditionally academies run Friday evenings and all-day Saturdays, 4-6 weeks apart. Our
current academies include: Curriculum and Instruction Leaders, English Learners, Equity
Leaders, Innovative Technology, Personnel, Pupil Services, School Business Leaders and
Superintendents. We are continuously developing new academies as policies and priorities in
CA change.
Administrative Services Credential: We feel strongly that CA school leaders deserve the best
administrative preparation programs, and are currently the leader in CA with the Clear
Administrative Services credential, serving approximately 1 out of every 3 new administrators in
the state as they enter their first admin position. ACSA recently partnered with the Sacramento
County Office of Education to bring the Leadership Institute, Preliminary Administrative
Credential Program, to Southern California. We believe in high quality preparation from the
development to on the job support for these programs.
Workshops & Webinars: ACSA provides a number of one to multi-day workshops available
throughout California. These workshops are designed to target specific areas such as Human
Resources, master scheduling, A Day in the Life of the Co-Administrator, Making Schools Safe
for LGBT students and more. We are constantly evaluating the state of education, best
practices, current trends and research, and work to bring current best practices throughout
California.
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Equity Project: ACSA has taken the lead in California by recruiting and hiring a full-time Equity
Executive to lead the work in the Equity Project. We are proud to pioneer the project and
continue to develop new programs and resources as well as foster partnership with other
organizations to support leaders in supporting all students.

24

Association of California School Administrators

EDUCATIONAL SERVICES DEPARTMENT STAFF
Margaret Arthofer, Senior Director
marthofer@acsa.org; Ext. 3802
● Oversees:
○ Educational Services department and staff
○ Professional Learning
○ FEA Budget and Contracts
○ Preliminary Administrative Credential Program
○ Research, review and development and design for new programs
○ Program partnerships
● Responsibilities:
○ Councils and Committees Liaison: Human Resources Council, Curriculum,
Instruction and Accountability Council, Co-Administrators Committee, Small
School Districts Committee
○ WestEd
○ Associations: ASCD, AASPA, CASCD, CDE
○ Principals’ Institute at UCLA
○ Conferences: Leadership Summit and Superintendents Symposium
Tracy Robinson
trobinson@acsa.org; Ext. 3837
● Oversees:
○ Clear Administrative Credential Program
○ Program Orientation
○ Leadership Coach Training
○ New and Aspiring Institute UCLA
● Responsibilities:
○ Commission on Teacher Credentialing (CTC)
○ Commission on Accreditation (COA)
○ Board of Institution Review
○ Accreditation activities (annual reports, requests for data, submission of
accreditation website, ensuring records are accurate and maintained,
coordination of site visit)
○ CAPEA Committee Liaison
Mary Gomes
mgomes@acsa.org; Ext. 3836
● Oversees:
○ Academies
○ Having Hard Conversations training
● Responsibilities:
○ Coordinates:
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○
○
○
○
○

■ Academy schedule
■ Director and facilitator training
Creates and maintains academy catalog
Collaborates with communications department for promotional collateral
Academy Quality control Committee
New academy development
Elementary Council, Middle Grades Council and Secondary Council Liaison

Danelle Bowron
dbowron@acsa.org; Ext. 3827
● Oversees:
○ Conferences: Women in School Leadership Forum, Personnel Institute, NASS,
Leadership Summit, Negotiators’ Symposium, Superintendents’ Symposium,
Classified Education Leaders, Lead 3.0, Principals’ Institute and New and
Aspiring & Principals’
● Responsibilities:
○ Creates & maintains:
■ Timeline, program of events, and measurable objectives
■ Registration
■ Online conference schedules
■ Emergency response plans
■ Conference web pages
■ Housing lists
○ Coordinates:
■ Banquet orders and catering
■ Decoration of exhibit hall and registration area
■ Off-site special events and transportation
■ Staff, committee, and volunteer roles and responsibilities
○ Conference contracts (research, specs, negotiations, logistical coordination):
■ Sites and venues
■ Live entertainment
■ Presenters and keynote speakers
■ Outside Audio-visual
○ Collaborates with communications department for promotional collateral
○ Collaborates with marketing department on event sponsors
○ Purchasing and Contracts
○ Supports conference chair, co-chair, and committee
○ On-site conference and exhibit hall management
Rhonda Morgan
rmorgan@acsa.org; Ext. 3502
● Oversees:
○ Trainings: workshops and webinars
● Supports:
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○
○

●

Onsite conference support
District and superintendent professional development: Targeted Assistance,
ELC, New Superintendents Seminar Series
○ Equity Institute
Responsibilities:
○ Creates and maintains:
■ Registration
■ Training web pages
○ Coordinates:
■ Training logistics: schedule, catering, AV, materials
○ Contracts: selection, negotiations, logistical coordination and invoices:
■ Presenters and facilitators
■ Sites
○ Collaborates with communications department for promotional collateral
○ On-site training management
○ Manages conference room scheduling & catering (Ontario)
○ Coordinates and schedules ‘Mock Interviews’ at Women’s Forum and Leadership
Summit

Hannah Stewart
hstewart@acsa.org; Ext. 3844
● Supports:
○ Sr Director of Educational Services
○ Educational Services department
○ Preliminary Administrative Credential Program
■ Administrative
■ Tech (Moodle, EMS, CAM, Kindle Whispercast)
○ Conferences
○ NASS
● Responsibilities:
○ Creates and maintains:
■ ES department web pages and website calendar
■ Sr. Director and ES internal calendars
■ Prelim Credential program registration module via Cvent
■ Credential programs and conference web pages
■ Dept contract database
○ Contracts: preparation, administration, reimbursements and payment
■ Prelim Credential program
■ NASS
■ Department as needed
○ Responding to partners, Let’s Talk and directing inquiries
○ Updates and brand Preliminary Credential program materials and presentations,
and collaborates with communications department for promotional collateral for
Prelim program
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○
○
○

Prelim Credential program accounts payable and receivable
ES department finance (credit card statements, staff and non-staff
reimbursements, accounts payable)
Principals’ Institute support at UCLA

Joan Ruzic
jruzic@acsa.org; Ext. 3843
● Supports:
○ Clear Administrative Credential program
■ Leadership coaches
■ Participants
■ Local Programs
● Responsibilities:
○ Contracts: leadership coaches, presenters, districts, ACSA Local Program
Coordinators, Local Programs
○ Coach training: schedule, catering, registration and maintaining website
○ Accounts payable and receivable (coach training)
○ Coordinates logistics for ACSA Leadership Coaching and California Network of
Leadership Coaches (CNET)
○ Registration
○ Collaborates with communications department for promotional collateral
Kimberly Rhoden
krhoden@acsa.org; Ext. 3839
● Supports:
○ Clear Administrative Credential program
■ CTC accreditation
■ Participants
■ Local Program
■ Local Program Coordinator retreat logistics
● Responsibilities:
○ Clear Administrative Credential Program Application and Enrollment
○ Support for CTC candidate recommendations
○ Clear Administrative Credential Program accounts receivables
○ Creates, maintains and monitors candidate files
○ New and Aspiring Institute support at UCLA
Christina Cruz
ccruz@acsa.org; Ext. 7045
● Supports:
○ Clear Administrative Credential program
■ Schoology
○ Educational Services department
● Responsibilities:
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○
○
○

Administrative assistance
Organizes and maintains Leadership Coach certification files(leadership
resumes, applications, profile, portfolio, records)
Leadership Coach contracts accounts receivable

Marianne Magalona
mmagalona@acsa.org; Ext. 3412
● Supports:
○ Academies
● Responsibilities:
○ Site Logistics
○ Creates and maintains:
■ Academy web pages
■ Registration modules via Cvent
○ Academy contract management:
■ Academy directors
■ Academy presenters
● Creates and maintains Academy database
● Academy accounts payable
● On site conference support

Sue Periera
speriera@acsa.org; Ext. 3831
●

●

●

Oversees:
○ Committee and Council records
○ Every Child Counts Symposium
Supports:
○ Student Services and Special Education Council
○ Leadership Development Committee
○ Conferences: Personnel Institute and Negotiators’ Symposium
○ Committee chair and Council Presidents and liaisons
○ Fatal School Violence Task Force
Responsibilities:
○ Manages conference room scheduling & catering (Sacramento)
○ Creates and maintains Leadership Database
○ Every Child Counts Symposium
■ Conference contracts (research, specs, logistical coordination)
■ Presenters and keynote speakers
■ Collaborates with communications department for promotional collateral
■ Collaborates with marketing department on event sponsors
■ Purchasing and Contracts
■ Supports conference chair, co-chair, and committee
■ On-site conference management
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Michael Dawson
mdawson@acsa.org; Ext. 3410
● Oversees:
○ All CVENT Registrations and database
● Responsibilities:
○ Customer support
○ Monitor and manage CVENT registrations
○ Processes all registrations
○ Support and response to staff
○ Weekly program count
○ Provides weekly transaction reports with balanced registration income to
Financial Services
○ Initiates purchase order process for conferences and trainings
○ Refunds and cancellation processing

TBD
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●

Equity Institute
Equity Research Team
Committees & Councils: Urban Ed
Events: Women’s Leadership Forum
California Collaborative for Educational Excellence Professional Learning Network (PLN)
Online learning:
Equity Leadership Certification Program, NASS Social Justice Certification Program,
Liaison to Networking Events
Equity partners (CELA, CALSA, CAAASA, Generation Ready, California Equity
Leadership Alliance)
Equity Leaders Coaching
Mini Workshops and presentations (regions, counties, districts)
Leadership Assembly Equity Presentation Planning
EdCal Equity Corner Article Planning
Equity Facebook/Twitter Chats/Website
California State Board
Manage and maintain Consolidated Memberships and discounts
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EXECUTIVE DEPARTMENT
GOVERNANCE
Board Meetings/Agenda Development
The Board of Directors meets a minimum of four times per year. The executive director, in
conjunction with the board president, is responsible for receiving, preparing, and distributing
agendas for each meeting.
Leadership Assembly/Agenda Development
The leadership assembly meets three times per year. Each region’s delegates are the president,
president-elect and vice president for legislative action. An additional delegate will be added to
the base number of three for each additional 200 regular/consolidated members in the region.
Selection of additional delegates will be determined by the region. In addition, votes are derived
from the chairs of each regular committee, chairs of four special committees, and council
presidents. The executive director, in conjunction with the board president, is responsible for
receiving, preparing, and distributing agendas for each meeting.
Board Audit Committee
A minimum of four members of the board are appointed by the president for a one year term.
The past president chairs the Audit Committee. The role of the Audit Committee is to oversee all
ACSA entities per the requirements of SB 1262 California’s Nonprofit Integrity Act of 2004.
Board Finance Committee
Appointed by the board president and chaired by the vice president of the board, this committee
reviews, discusses, and evaluates any and all financial matters as they pertain to the entire
organization. Its purpose is to present to the Board of Directors and the Leadership assembly the
financial statements of the organization, any changes or ideas of a financial nature, or affecting
finances, which are for the overall improvement of the association.
Awards Committee
The ACSA Awards Committee is a subcommittee of four present and/or past members of the
Board of Directors, appointed by the president and chaired by the past president, to screen
applications for various ACSA awards and to recommend recipients to the board.
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EXECUTIVE DEPARTMENT
GOVERNANCE
Association Management
The executive director has responsibility for and direct supervision of budget development,
compilation, and analysis for the five corporations; supervision and operation of the accounting
department, facilities management of the three offices (Burlingame, Sacramento and Ontario),
including tenant leases and relations; supervision of and responsibility for the association's
computer systems, peripheral word processing, and adjunct PCs; supervision of the operation of all
membership processing and the member benefit services unit; management of a significant
investment portfolio; the development and enforcement of all appropriate budget and accounting
procedures relating to reimbursements and purchases; management of company vehicles,
warehouse operation, mail operations purchasing, safety and security, equipment leases, and
internal communications; liaison to several association committees/councils; responsibility for all
corporate audits, tax matters, and the coordination of corporate legal matters covering association
insurance and activities.
Fast Response and Program Development Fund
This fund is utilized to respond to rapidly-emerging program needs. It provides front-end funds
for the development of new ideas and provides seed money for the implementation of new
programs.
Board of Directors and Staff Services to Regions
Directors are assigned to serve their respective region in a liaison role to facilitate two-way
communication between the regions and the Board of Directors. As a region board member they
will attempt to attend all region board and leadership assembly meetings.
Members of the association executive staff may make presentations to region and charter
programs, workshops and meetings.
State and Regional Leadership Training/Orientation
Each year ACSA brings together the following groups to provide training/orientation programs:
region presidents, region presidents-elect, state committee chairs and council presidents. Copies
of the manual for region presidents, committee chairs, council presidents, and charter presidents
are updated each year and provided electronically. The policies and procedures are posted on
ACSA’s website.
Annually, each region conducts an orientation/training session for the key leadership of each
region. The ACSA president or president-elect will make a concerted effort to attend the training
session in each region.
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EXECUTIVE DEPARTMENT STAFF & KEY PROJECTS
Wesley Smith, Executive Director
The executive director serves as the chief executive officer of the association. The executive
director is responsible for recommending and participating in the formulation of new policies and
makes decisions based upon existing policies as they have been approved by the Board of Directors.
He plans, organizes, directs and coordinates the staff, programs and activities of the association. He
acts as the professional advisor to the board in the formulation of policies for the governance of
ACSA and also serves as secretary of the corporation. Amongst other duties, the executive director
is also responsible for maintaining effective relationships with other organizations, both public and
private.
Scarlett Vanyi, Chief Operations Officer
Reporting to the Executive Director, the COO works closely with the ED to manage daily association
operations and plan for the association’s future. Scarlett is responsible for overseeing the work of
the executive management team and providing guidance related to department goals and
priorities. In addition, she is responsible for spearheading ACSA’s strategic planning process from
conception to implementation. Scarlett also plays a lead role in enhancing staff performance
through fostering consistent collaboration, ensuring appropriate professional development, and
overseeing the performance evaluation proves. The COO represents ACSA internally and externally
as requested and acts as the Executive Director in his absence.
Lori Allred, Executive Associate
Lori’s primary job assignment is to maintain and coordinate the calendar of appointments and
travel for the executive director and ACSA president. She works with Suzanne Caffrey to maintain
positive relationships with the Board of Directors. Lori is also responsible for the leadership
assembly agenda development and provides support at board meetings. She serves as executive to
the Classified Educational Leaders Council and to the CEL Institute Planning Committee. She
provides support, direction and assistance to employees who report directly to her.
Naomi Blache, Receptionist
Naomi’s main responsibility is to assist and direct incoming calls for all offices of the association.
She is responsible for greeting and assisting visitors in the Sacramento office. Other duties include
assisting with the leadership assembly preparation, preparing and distributing certificates of
appreciation to ACSA leadership and other various clerical duties assigned by the executive
department. Naomi also provides assistance to the executive director on the weekly board report.
Suzanne Caffrey, Executive Associate
Suzanne’s primary assignment is to assist the executive director in carrying out his responsibilities.
She is also responsible for maintaining positive relationships with the board of directors, preparing
the board agendas and minutes. Suzanne also prepares the cabinet agenda and minutes. She serves
as executive to the Leadership Development Committee and Superintendency Council. Suzanne
manages the Sacramento building and tenant relations. She has responsibility for maintaining
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bylaws, ACSA’s policies and procedures, and charter records. She provides support, direction and
assistance to employees who report directly to her.
Justin Concepcion, General Services Clerk
Justin performs a variety of duties related to the smooth running of the Sacramento office. Justin is
responsible for incoming and outgoing mail/packages. He is responsible for many copy jobs and
maintains the building storage spaces. He assists every department with projects and is the relief
switchboard operator. He also undertakes equipment repair and assembly. Justin also handles
many of CALSA’s accounting functions.
Leslie McMenamy, Human Resources Manager
Leslie is the Human Resources manager of the association. Her responsibilities include
administering the human resources program for the association including risk management, labor
law compliance, workers’ compensation, and coordinating the employment process; administering
the pension and retirement plans, benefits management, payroll input and coordinating the COBRA
program; conducting various internal personnel studies and reports, administering and maintaining
compliance with ACSA personnel policies and OSHA requirements including administering the safety
program for the association.

KEY PROJECTS
•

Committee/Council Executive Assignments
• Classified Educational Leaders Council
• Leadership Development Committee
• Superintendency Council

•

Board of Directors

•

Leadership Assembly

•

Region Leaders Training

•

Professional Learning
• Classified Educational Leaders Institute

•

Sacramento Facilities

•

Miscellaneous
• Policies & Procedures Manual/Bylaws
• Charter Records
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Federal Relations Department
The federal relations team works to increase ACSA’s presence in Washington DC with the
purpose of influencing federal education policy. Staff monitors and communicates with
Congressional members and federal government agencies. ACSA’s federal advocacy program
also includes collaboration with national affiliates and grassroots advocacy. ACSA utilizes a
partnership with the California School Boards Association to enlist a day to day lobbying firm,
Foresight Law and Policy to assist in providing valuable access to policy makers in Washington
DC and a voice for school leaders and board members from California. Staff also leads a
delegation of ACSA members to Washington, D.C. every year to meet with legislators and
regulatory agencies regarding ACSA’s positions on federal legislation.
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FEDERAL RELATIONS

AREAS OF RESPONSIBILITY
Adonai Mack, Senior Director of Federal Relations
amack@acsa.org
• Budget
• Tax
• Healthcare
• ESSA
• School Choice | Charters | Vouchers
• USED Discretionary Grant Priorities
• FERPA | Student Data Privacy
• Maternal, Infant, and Early Childhood Home Visiting (MIECHV) Program Reauthorization
• IDEA
• Enforcement on Website Accessibility Standards
• Department of Labor | Proposed Overtime Regulation
• Early learning | Head Start Act
• Children’s Health Insurance Program
• State Longitudinal Data Systems (SLDS)
• Social Security
• Reexamination of Federal Funding (Title I & Title II)
Jason Henderson, Legislative Analyst
jhenderson@acsa.org
• Health Care
• ESSA
• IDEA
• Perkins Act | CTE
• Secure Rural Schools
• E-Rate
• Healthy and Hunger-Free Kids Act
• Juvenile Justice
• Environmental Issues
• Reexamination of Federal Funding (Title I & Title II)
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FINANCIAL SERVICES DEPARTMENT
Introduction
The Financial Services Department operates under the direction of the Chief Financial Officer (CFO).
The department handles such functions as General Accounting for all ACSA entities, Budget
Development and Monitoring, Financial Reporting (to internal and external sources), Financial
Planning and Analysis, Payroll, Cash Management, Investments, Banking Relations, Insurance,
Leases, Liaison to ACSA Committees and other outside agencies and organizations, Reporting on
PACs, Taxes, Pension Plans, Annual Audit of the Association including all its entities, and Support
to the Executive Director, Finance Committee and Board on financial matters affecting ACSA.
The General Accounting functions include accounts receivable, accounts payable, general
accounting for all programs including grants, accounting for fixed assets and capital leases,
recording and monitoring of all revenues and expenses. These functions are performed for ACSA
and all related affiliates.
ACSA is the parent organization and is a California non-profit mutual benefit corporation for its
members. One of the major affiliates is the Foundation for Educational Administration (FEA). FEA is
a California non-profit public benefit corporation and was established to develop and promote
educational administration. School Administrators Special Services (SASS) is also an affiliate and a
California non-profit mutual benefit corporation established to assist ACSA members obtain group
insurance policies and special group services. ACSA Political Action Committees (PACs) are
voluntary, non-profit, unincorporated committees which support candidates and issues consistent
with the purposes of ACSA. National Association of School Superintendents (NASS) was acquired
to develop, promote and serve the interests of Superintendents throughout the nation. There are
also a few other minor or inactive affiliates.
The General Accounting function maintains the general ledger and reports monthly on the
financial status of ACSA and its six affiliates. This includes tracking and reporting actual revenue
and expense results versus the prior year and budget for approximately 150 programs with about
1200 possible revenue and expense general ledger account combinations per program for all six
departments in ACSA. There are about 500 possible balance sheet general ledger accounts.
The Accounts Receivable function is responsible for recording monthly member payments to
ACSA, the Foundation, SASS, and the PACs. This includes collecting ACSA dues from members
(including some that are passed through to other organizations such as AASA, NAESP and NASSP).
Another function is to prepare all billings and process resulting payments for all FEA professional
development academies and programs including the annual conference; sale of ACSA and FEA
publications and ACSA store items; payments to SASS for insurance premiums and contributions to
the ACSA PACs. This function is also responsible for the tracking and collection of aged receivables
for all ACSA entities.
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FINANCIAL SERVICES DEPARTMENT
The Accounts Payable function is responsible for coding, processing and paying on a timely and
accurate basis all invoices for all ACSA entities and expense claim reports from staff and members.
This function issues about 300 payments semi-monthly. This function also monitors for the timely
and accurate completion of cash reimbursement, as well as, company credit card usage expense
claim forms submitted by staff, committees/councils and board members. One other function is to
act as a repository for ACSA contracts that result in payments including equipment leases,
consultant and speaker contracts, MOU’s and grants. Annually, it is responsible for producing 1099MISC tax returns for various vendors including speakers, presenters, and consultants used by state
ACSA as well as its regions.
The Payroll and Benefits function works in coordination with ACSA’s Human Resources function
to ensure all employees are paid accurately and on a timely basis, handles all payroll tax reporting,
tracks and reports all vacation and sick usage and ensures all vendors are paid for employee
benefit programs. This function also provides support for pension plan reporting and the annual
budgeting process.
The Budget and Financial Planning/Analysis functions include preparation, monitoring and
adjusting the annual budget including a capital budget; monitoring of key indicators such as
number of ACSA members, membership revenue and major professional development programs;
analyzing potential equipment purchase versus lease options; developing cash flow and expense
projections for major projects; managing debt; and developing and implementing policies to ensure
the continued financial strength of ACSA, such as implementing balanced budgets and increasing
reserves.
The Investment and Banking functions include developing, monitoring and reporting on ACSA’s
investments to senior management and the Finance Committee of the board; obtaining adequate
lines of credit for working capital; monitoring cash flow needs and ensuring ACSA has the best
products available at a reasonable cost for banking services such as lock box, checking and savings
accounts, merchant card processing, business credit cards and travel agency charges.
There is also a Reporting function that involves working with and/or reporting to other outside
organizations. This includes reporting all PAC contributions and payments as well as other
reporting to the State, other Counties and the FPPC; reporting all activity on grants to the grantor,
tax reporting to local, state and federal authorities for income, personal and real property, business
license, resellers license and sales taxes.
The Insurance function handles all insurance coverage for ACSA and its affiliates to ensure all
critical risks are covered. This includes such coverage as commercial, business auto, commercial
crime, fiduciary/pension plan, differences in condition (i.e., earthquake, flood), professional liability
for directors and officers, workers’ compensation and employment practices.
Last but not least, the CFO acts as liaison to the Audit and Finance Committees of the Board, to the
Business Services Council of ACSA and to other external organizations.
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FINANCIAL SERVICES DEPARTMENT RESPONSIBILITIES
Chief Financial Officer, Ext. 3431
• Overall Financial Services Department responsibility
• Budget development & monitoring
• Cash forecasting & management
• Investment management
• Financial & Board reporting
• Annual audit
• Tax reporting & PAC reporting
• Legal & tax compliance
• Finance & audit committee lead
• Region Treasurers support
• Business insurance for ACSA
• Management of Burlingame building
• Business Services Committee staff liaison and liaison to CASBO
• Bank relations and debt financing and management
• NetSuite administrator
• Accounting systems design & implementation
Kaitlin Rak, Administrative Assistant, Ext. 3409
• Provides administrative support for CFO
• Acts as historian for Financial Services Department maintaining files for business licenses, IRS
determination letters, state of California articles of incorporation, minutes of cabinet, Business
Services Council, board, and delegate assembly meetings
• Distribute management, board, and committee financial reports
• Maintains business insurance coverage/certification requests for ACSA
• Maintain F/S Department Calendar
• Assist/Maintain P4P (Partner’s for Purpose) Contracts

Reporting & Analysis
Kavita Sharma, Manager of Financial Reporting & Analysis, Ext. 3421
• Coordinate annual audit planning, preparation, and implementation with auditors
• Coordinate annual tax audit reporting with auditors and all ACSA regions
• Coordinate internal controls improvements
• Prepare monthly financial statements and reports
• Prepare annual budget for all ACSA entities
• Prepare and/or review tax information/returns to local, state, and federal authorities for sales,
income, personal and real property taxes
• Provide accounting for other entities like the Legal Support Fund, No./So. Cal Superintendents’
Group and CALSA.
• Supervisor of Sr. and Jr. Accountants

39

Association of California School Administrators

•

NetSuite design team

Alvin Maharaj, Accountant, Ext. 3420
• Prepare and enter journal entries including those prepared by other other staff into NetSuite
system to ensure all relevant income and expenditures are included/reflected in the periodic
financial statements
• Close all sub ledgers (A/P, A/R, CB) and reconcile to GL
• Reconcile ACSA and affiliated bank statements (13 Bank Accounts) and merchant accounts.
• Reconcile and analyze other G/L accounts (deferred, prepaid, liabilities) and P4P
Steven Singh, Senior Accountant, Ext. 3405
• Special projects and analysis as directed by Manager
• Assist with AMS Data entry and reconciliation
• Assist with audit, tax reporting, & financial reporting
• Assist with legacy transition to new system platforms

Accounting Operations
Mandy Feng, Manager of Accounting Operations, Ext. 3419
• Manager of A/P, A/R, P/R
• NetSuite Administrator
• Process payroll and related reporting
• Process journal entries
• Monitor cash flow, open bank accounts
• Reconcile clearing/pending accounts
• Lockbox Supervisor
• Assist HR with pension plan reporting
• Lead participant in testing, implementation, training and post implementation of new AMS for
A/R, Lockbox, and users
Maggie Toval, Sr. Accounts Receivable Clerk, Ext. 3413
• Reconcile school district invoices and subsequent payments on behalf of 14,000 regular
members
• Update member accounts in the Membership System
• Collaborate with Membership Processing Dept. on pending items to be researched further
• Process FEA conference receivables including credit card payments
• Process ACSA receivable invoices & periodic statements
• Post lockbox payments to AMS and IBMI
• Respond to customer inquiries on receivable accounts
• Process prepayments for FEA events
• File & organize AR records
• Deposit ACSA and FEA receipts
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Max McGrath, Sr. Accounts Payable Clerk, Ext. 3406 &
Summer Deng, Accounts Payable Clerk, Ext. 3418
• Process invoices & reimbursement requests for payment
• Prepare checks including proper GL coding for ACSA, FEA, and SASS
• Maintain company credit cards/gas cards
• Run Fair Political Practice Commission related expense reports for GR
• Process 1099-Misc. tax, non-resident withholding royalty and rent tax, and sales & use tax
reports for ACSA
• Advise regions and collect data on tax reporting requirements for use of consultants/speakers
especially those that are out of state and foreign
• File & organize AP records including contracts
Kris Ofrasio, Building Supervisor and General Services, Ext. 3449
• Process all incoming and outgoing mail and shipments
• Makes daily bank deposits
• Maintains ACSA warehouse
• Orders all office supplies
• Manages ACSA’s Burlingame building
• Responds to Burlingame building issues including tenants
• Provides back-up to Sacramento phone receptionist
• Ensures tenant satisfaction
• Prepares conference room for events held in Burlingame
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FINANCIAL SERVICES DEPARTMENTAL OBJECTIVES
•

Support ACSA’s overall mission and strategic plan, as well as, the Executive Director’s and
President’s annual focus and goals with special emphasis on quality service to members and
internal customers

•

Comply with all board policies and government rules on finance and accounting including PAC
and tax reporting

•

Provide accurate financial statements and reports to all internal as well as external
constituents on a timely basis

•

Pay all bills on a timely basis to maintain ACSA’s good credit rating

•

Pay staff accurately and on a timely basis

•

Develop, monitor and communicate actual vs. budgetary financial information to all interested
parties ranging from staff, to board, and others

•

Safeguard ACSA’s assets and manage its monies in a sound, prudent manner

•

Increase combined ACSA reserves

•

Improve internal controls and reduce outstanding accounts receivable where possible given
current staff constraints

•

Explore non-dues revenue as well as expense reduction opportunities, implementing solutions
wherever possible

•

Make continuous improvements in internal processes resulting in more effective and efficient
operations

•

Improve communications, services, teamwork between and among all ACSA departments

•

Improve the visibility and contributions of the Business Services Council

•

Ensure the development of state of the art systems and policies

•

Motivate and develop FS staff for continuous improvement
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Financial Services & Other Departments

Contact Information for Frequently Asked Questions/Needs by
ACSA Board Members
Description of the Area

Name of Staff Person

Phone Extension

Cash Expense Claim Form/Check

Max McGrath/ Summer Deng

(650) 692-4300
ext. 3406 / ext. 3418

Credit Card Expense Claim Form

Max McGrath/ Summer Deng

ext. 3406 / ext. 3418

Report of Expenses Spent YTD

Kavita Sharma / Alvin

ext. 3421 / ext. 3420

Maharaj
Question about Insurance Coverage

Kaitlin Rak

ext. 3409

ACSA Business Credit Cards

Mandy Feng

ext. 3419

Certificates of Insurance Needs

Kaitlin Rak

ext. 3409

Registration Form for ACSA Events
(don’t use ACSA credit card)

Michael Dawson

ext. 3410

(916) 444-3216
Purchase of ACSA Books/ Store Items
(don’t use ACSA credit card)

Emily Agpoon
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POLICY & GOVERNMENTAL RELATIONS
Developing and Influencing Legislation
Each year, the Governmental Relations (GR) staff works to develop legislative proposals as
recommended by the state Legislative Policy Committee (LPC) and based on ACSA’s
Legislative Platform, which is adopted by the Leadership Assembly. Staff communicates with
standing Councils/Committees that have advised the LPC that a specific change in law is needed,
writes the proposals for review by the LPC, prepares language for bill introduction, and secures
authors to introduce the resulting items of sponsorship. GR staff also monitors and testifies at
weekly hearings of legislative committees and subcommittees. GR staff meets regularly with
members of the State Assembly and Senate. Day-to-day contact is made throughout the year with
the authors of bills that ACSA has active positions on and with legislators who are members of
committees scheduled to hear those bills. Letters indicating support and opposition are sent to
legislators prior to committee hearings and floor actions and to the governor once the bill is sent
to him for action. ACSA’s GR department tracks more than 600 legislative measures, each year
totaling more than 1,200 pieces of legislation per two-year legislative session. GR staff also
monitors and communicates with legislators at the Federal level. Staff leads a delegation of
ACSA members to Washington, D.C. every year to meet with legislators and regulatory agencies
regarding ACSA’s positions.
Legislative Policy Committee
ACSA’s LPC meets five times each year, studies and discusses pending bills impacting
preschool to adult education, and takes positions on pertinent legislation. The committee reviews
ACSA’s legislative platform, surveys the general membership, and makes recommendations to
the ACSA Leadership Assembly for needed changes every two-years. The LPC is made up of
one representative from each of ACSA’s 19 regions, 12 ACSA Council Representatives, and 5
ACSA Standing Committee Representatives who conduct region legislative committee meetings
prior to LPC meetings in order to obtain region input on pending legislation. In addition, one
representative from each council/committee serves on the LPC. As needed, the
committee/council requests proposals for sponsored legislation from each standing committee,
reviews proposals, and votes on which proposals to sponsor based on information provided by
staff. The committee may also review congressional activities and takes positions on major
federal issues.
Vice Presidents for Legislative Action
GR and Political Affairs and Strategy staff meet with the Vice Presidents for Legislative Action
(VPLAs) four times each year to design and implement a plan of action guaranteeing timely
contact with legislators by individual ACSA members. The VPLAs, working with GR and
Political Affairs and Strategy staff, secure letter-writing campaigns as needed, organize ACSA’s
legislative action day, as well as local and regional activities, and exchange information among
regions. During the legislative session, alerts are issued by the GR office, which coordinates the
necessary responses. In election years, the 19 elected regional vice-presidents coordinate
interviews with candidates for legislative offices and assist in developing recommendations for
endorsing legislative candidates. They serve as part of ACSA’s grass roots effort on initiative
campaigns.
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ACSA Committees and Councils
• Chair/designee receives Legislative Policy
Committee agendas/bill reports via e-mail
• Twelve councils and five committees have a
vote on the Legislative Policy Committee

• May propose items for sponsorship
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ACSA LEGISLATIVE PROCESS
Leadership Assembly
• Ratifies 2-year Legislative Platform

|
Board of Directors

Legislative Policy Committee

|

• Adopts Legislative Platform
• May veto/delay Legislative Policy decisions if
they violate written policy, conflict with
actions of a Standing Committee, Councils,
or pertain to issues under study by another
Committee or Council
• Serves as the Board of ACSA PACs

•

•
•
•

Chair, 19 ACSA Region Representatives, 12
ACSA Council Representatives, 5 ACSA
Standing Committee Representatives, 3
CASC Students
Take positions on legislative bills
Review sponsorship requests from Regions,
Committees, or Councils
Modify Legislative Platform biennially. Edit
annual if needed given the legislative and
political climate. Submit to Leadership
Assembly for ratification and then Board for
Adoption

|
Regional Legislative Committees
• 1 Chair from each Region on Legislative
Policy Committee
• Review ACSA bill analyses, Legislative Policy
Committee agendas/bill reports
• Review, recommend positions on legislation
• Propose legislation for sponsorship
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Region Legislative Action Vice Presidents

• Maintains legislative action network
• Coordinates grassroots support for
support/oppose positions on legislation and
ballot measures
• Coordinates region recommendations for
candidate endorsements
• Increases member knowledge and
involvement in legislative process
• Coordinates annual Legislative Action Day

|

Regional Legislative Action Committees

• Maintain contacts with legislators
• Initiate phone calls/letters/office visits in
response to legislative alerts
• Increase member knowledge and involvement
in legislative process
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ASSOCIATION OF CALIFORNIA SCHOOL ADMINISTRATORS

LEGISLATIVE PLATFORM 2017-2018
{Ratified by the ACSA Leadership Assembly, February 15 and Adopted by the Board, February 16, 2018}

INTRODUCTION
The mission of the Association of California School Administrators calls on the organization to be bold and authoritative
advocates on behalf of its members. ACSA aims to be at the forefront of student advocacy and education policy issues
at the state and federal level. The organization’s Legislative Platform plays a significant role in guiding the ACSA
Governmental Relations staff in steering the course for improvements and progress in public education and school
administration.
ACSA’s Legislative Platform, adopted every two years, establishes the advocacy priorities for the organization with the
underlying premise of supporting what is best for students. The Legislative Platform, developed by the Legislative Policy
Committee, is ratified by the Leadership Assembly and adopted by the ACSA Board of Directors. By establishing
advocacy priorities, the Legislative Platform guides the work of ACSA Governmental Relations staff and informs
lawmakers of the organization’s highest education priorities. While the ACSA Legislative Platform is intended to identify
major advocacy priorities for the organization, the absence of any particular policy issue does not preclude the
Governmental Relations staff from representing the membership in policy areas that may arise over the course of the
legislative session.
GUIDING PRINCIPLES
ACCESS: ACSA supports policies that ensure every student has access to a safe and healthy school, and to high quality
educational programs designed to prepare each student for success in college and/or the 21st century workforce.
EQUITY: ACSA supports policies to provide and expand access to high quality education programs for historically
disadvantaged students.
LOCAL CONTROL: ACSA supports policies that empower school leaders and local officials to make local decisions
that best serve students and the local communities. ACSA discourages the inclusion of new state-mandated activities
without the proper funding reimbursement or the simplification of existing programmatic requirements.
PRIORITY AREAS
Accountability
ACSA supports the successful implementation of a single, coherent accountability and continuous improvement system
grounded on the inclusion of multiple measures that determine student progress and considers conditions of learning.
ACSA supports the design and implementation of meaningful professional development opportunities and resources
to build the capacity of educators supporting student academic growth and a positive school environment.
Policy recommendations may include, but not be limited to the following:
1) Pursue continued improvement of the new state accountability system, including the development and
refinement of the state and local performance indicators.
2) Development of an accountability system for alternative education that recognizes all growth.
3) Strengthen the English Learner reclassification processes.
4) Work to seek consolidation and alignment between state and federal reporting requirements.
5) Seek consolidation and alignment between state and federal reporting requirements
6) Review statutes to streamline outdated requirements in the Education Code.
School Finance
ACSA calls on the state and federal governments to provide the resources necessary to offer innovative and excellent
public education opportunities, support quality teaching and leadership, and foster parent, business and community
involvement on behalf of California students. ACSA urges the state Legislature and Governor Jerry Brown to identify
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and work towards achieving a long-term funding solution to bring California into the top ten rankings in per-pupil
funding, as called for in the State Constitution.
Policy recommendations may include, but not be limited to the following:
1) Support allocation of Proposition 98 funds to fully fund existing programs, including adjustments for
inflation and enrollment growth, as well as the full reimbursement of mandated activities and the
equitable distribution for allocating one-time funds.
2) Support increased education funding including the development of a long-term investment strategy for
public education.
3) Mitigate the impact of increased employer retirement contributions while preserving the solvency of the
public retirement systems.
4) Pursue improvements to the Local Control Funding Formula and consider next steps once the LCFF base
funding targets are fully funded.
Educator Effectiveness & Pipeline
Educator Effectiveness spans a number of important policy issues impacting teachers and administrators. Our students
deserve the highest quality educators in every classroom. The teacher and administrator shortage, along with recent
policy changes to restore bilingual education and increased leave benefits, will challenge districts to find qualified
employees in order to provide a quality education for all students.
Policy recommendations may include, but not be limited to the following:
1) Protect Title II funding.
2) Extend the teacher probationary period from two to three years.
3) Expand teacher credential reciprocity with other states.
4) Support programs that help recruit and retain teachers.
5) Remove barriers to recruit mid-career professionals to teach in specific subjects.
6) Seek various pathways to secure qualified teachers in critical shortage areas including but not limited to,
bilingual, special education, and STEM classes.
Special Ed
ACSA supports special education reform that ensures accountability, preserves local control, and provides funding that
recognizes the growing number and increased severity of students identified with special needs. ACSA will work to
expand student access to early intervention and protect the rights of students with disabilities at the national and state
level.
Policy recommendations may include, but are not be limited to the following:
1) Evaluate out-of-home care funding and other potential adjustments to AB 602.
2) Engaging in the reauthorization of the Individuals with Disabilities Education Act.
3) Support increased resources for special education.
Student Needs
ACSA is committed to ensuring the physical and emotional health and safety of all students. While schools are uniquely
positioned to address a variety of student needs, some supports may be more appropriately addressed by professionals
other than educators. Striving to support student success is imperative and includes providing referrals and information
on specialized services to students and families. Students can only reach their full academic potential when they are
healthy, safe, and able to focus on their studies. ACSA supports comprehensive approaches to providing a healthy and
safe educational environment that is conducive to student learning.
Policy recommendations may include, but not be limited to the following:
1) Strive to ensure all students, family members, and employees have access to a safe, equitable, and
supportive educational environment.
2) Continue to protect the legal rights of all students to attend school regardless of immigration status of
the child or their family members.
3) Expand access to needed behavioral and mental health support services.
4) Advance and support efforts for all student to have access to high quality instructional programs that
seek to close achievement gaps.
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ACSA POLITICAL ACTION COMMITTEES
What is a PAC?
A Political Action Committee (PAC) is a financial tool that can be utilized by a
membership organization, or group of people, to combine their resources in an effort to
leverage their political influence more effectively. ACSA has two PACs – a Candidate
PAC and an Issues PAC*.
Both of ACSA’s PACs are vehicles for school administrators to pool their political
resources and make contributions in support of our common political agenda. If ACSA
gives us a way to unify the voice of the school administrator, our PACs act as a political
megaphone for that voice. These two funds allow for the endorsement and support of
legislative and constitutional office holders, as well as political action associated with
ballot initiatives and a variety of other political activities. ACSA’s PACs adhere to the
rules and regulations set forth by the Fair Political Practices Commission (FPPC) and are
closely monitored for legality by the attorneys and staff at Olson Hagel & Fishburn LLP.
*The colloquial terms “ACSA PAC” and “PAC” are used throughout this document when
referencing the general activity of either, or both, the Candidate or Issues PAC.

Where does the money come from and how much is there?
• In 1989 the Leadership Assembly decided to reduce region rebates from 16
percent to 15 percent of member dues. That one percent, with matching funds
from ACSA, is directed into ACSA PAC. Those sources provided approximately
$179,000 in 2006.
•

In February 2007 the ACSA Board of Directors voted to raise membership dues
to cover a new professional liability insurance policy of $1 million per member
and to raise additional resources for PAC.

•

With this increase in dues, ACSA should raise about $750,000 per year, combined
from all sources, that is dedicated to the PAC. In 2007, this included
approximately 5,000 members who contributed monthly to PAC with additional
resources voluntarily. Most of these members contributed approximately $78.00
per year.
o As expected, during the 2016 calendar year ACSA’s PACs had an
approximate total (all sources) income of $774,500.

•

ACSA PAC’s dues come from a small percentage of member dues. As of 2016,
approximately 7,000 members contribute additional PAC funds voluntarily (in
addition to the set-aside from regular dues).

•

In 2016, ACSA initiated a PAC fundraising campaign. By utilizing a third party
fundraising platform, members became able to contribute directly to the Issues
PAC. Instead of going through payroll deduction or ACSA financial services, the
online donations were funneled directly into the Issues PAC.
o In 10 months, the online fundraising campaign raised approximately
$3,200 in mostly one-time donations from ACSA members.
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•

Online contributions to ACSA PACs vary widely depending on factors like
member income, member involvement, perceived value of the PAC and job-alike.
Since the inception of online contributions to ACSA Issues PAC, most
contributions occur after an in-person conversation with a Political Affairs staff
member or peer-to-peer encouragement.

•

The ACSA PAC Board of directors approved a PAC budget of $645,000 for the
2016-2017 fiscal year. Of that amount, about $200,000 is budgeted out of the
Candidate PAC and $445,000 for the Issues PAC.

Where does the ACSA PAC money go?
• ACSA is non-partisan. Candidates that are considered for endorsement come from
both political parties. Similarly, ballot measures considered for endorsement do
not fall in the general category of “conservative” or “liberal” but must benefit
students and California education on the whole.
•

In fiscal year 2014-2015 approximately $100,000 was expended on behalf of the
candidates ACSA endorsed running for statewide office including the governor,
lieutenant governor, secretary of state, attorney general and controller.

•

During the 2016 election cycle, ACSA Issues PAC utilized $400,000 to endorse
Propositions 51, 55 and 58 – all of which were successfully passed by the citizens
of California.
o ACSA Issues PAC had a 100% success rate in endorsements of ballot
measures in the 2016 election.

•

Similarly, during the 2016 calendar year, the Candidate PAC expended about
$450,000 on statewide candidate endorsements. Of ACSA’s official candidate
endorsements, ACSA had the following success rates:
o 84% in Assembly
o 71% in Senate
o 82% overall (Senate + Assembly)
o 81% with Democrats
o 88% with Republicans

Who makes the decisions on how to spend PAC funds?
• All candidates endorsed are vetted through ACSA’s VPLAs with final approval
by the ACSA Board of Directors. All ballot initiative positions and funding to
support or oppose ballot initiatives is approved by the ACSA Board of Directors.
•

The ACSA Board of Directors adopts positions on ballot measures and
determines the level of financial support (if any) ACSA may provide. ACSA’s
Board of Directors also determines the final position on all legislative and
statewide office holder elections and the board determines all financial
contributions with recommendations on legislative races from the VP’s for
Legislative Action.
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•

The Board of Directors allocates PAC resources in support of the overall political
agenda, with input from ACSA staff. The Board also approves a yearly PAC
budget, which is executed by the director of Political Affairs & Strategy.

Historical examples of some of ACSA PAC activities:
• During the 2014 primary and general election, ACSA endorsed Governor Jerry
Brown for a third term as governor and provided the maximum financial
contribution allowed by law.
•

During the election of 2012 ACSA supported Governor Brown’s revenue
initiative Proposition 30, which has since made a major impact on school finance.

•

During the 2011-2012 election cycle ACSA opposed ACA 4 – Limits on State
Spending, the Paycheck Protection initiative and the Legislative Term Limits
initiative.

•

During the 2010 election cycle, ACSA endorsed Larry Aceves for Superintendent
of Public Instruction. It was ACSA’s first entry into supporting a candidate
through an Independent Expenditure effort.

•

In 2010 ACSA supported Proposition 14 the open primary measure on the June
2010 ballot.

•

In 2010 ACSA PAC formed an Independent Expenditure committee to help
support the efforts of Larry Aceves, candidate for Superintendent of Public
Instruction in the 2010 elections. This effort is completely independent from
Larry’s campaign and decisions are made by a subcommittee of ACSA’s board of
directors.

•

In 2008 ACSA PAC contributed $80,000 to the media and communications
campaign around the state education budget. We worked along with other
statewide organizations in the Education Coalition on this effort.

•

In 2006 ACSA PAC supported the school facilities bond by contributing
$200,000 to the passage of Proposition 1D on the November 2006 ballot. In
addition, we supported endorsed legislative candidates and endorsed statewide
candidates with PAC funds.

•

In 2005, ACSA PAC focused on opposing the Governor’s budget proposal
through our LOGIC – Local Outreach Grassroots Inspired Campaign – campaign
and our coordinated work with The Education Coalition. In addition, ACSA
opposed several of the governor’s initiatives for a special election ballot,
including Proposition 76 and his budget-balancing proposal that would eliminate
Proposition 98. ACSA PAC contributed over $1 million to the defeat of this
measure.

•

During 2004, ACSA contributed heavily to the Proposition 55 school bond
campaign, which provides $12.3 billion to K-12 and higher education facilities. In
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addition, ACSA PAC contributed to the Open Primary Initiative for the
November 2004 ballot and to many legislative candidates.
•

During 2002, ACSA contributed heavily to the Proposition 47 campaign. We
contributed to the successful $13 billion school construction bond and to many
statewide and legislative candidates.

•

ACSA’s main concern in 1997-98 was Proposition 223, the so-called 95/5
Initiative, and most of our PAC money went into the campaign to defeat the
initiative. By the end of 1998, ACSA contributed nearly $1.2 million to the
campaign.

•

In 1996, most PAC funds were used in the campaigns for pro-public education
legislators and candidates for the Legislature. ACSA also contributed $40,000 to
the successful campaign for Proposition 203, the school bond measure on the
March primary ballot.
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POLICY & GOVERNMENTAL RELATIONS
AND FEDERAL RELATIONS DEPARTMENTS
Staff Information
ACSA’s Policy & Governmental Relations and Federal Relations Departments consist of
10 people, all committed to carrying out ACSA’s legislative and political programs at the
state and federal levels of government and regulatory agencies. The staff is charged with
fulfilling the association’s strategic direction of being “bold and authoritative advocates”
for the benefit of students and educational leaders in California.
Edgar Zazueta – Senior Director of Policy & Governmental Relations
Edgar leads the Policy and Governmental Relations Department, including the political
affairs and strategy, and works closely with the Vice Presidents of Legislative Action on
candidate endorsements & Legislative Action Day, as well as managing the Education
Legal Support Fund. He oversees and leads the overall legislative, political and policy
program for the association. Edgar also oversees the work of the Legislative Policy
Committee and assists the Superintendency Council; working closely with the Executive
Director and the Senior Director of Federal Relations to maintain consistency of
messaging and vision of ACSA.
Adonai Mack – Senior Director of Federal Relations
Adonai leads the Federal Relations Department overseeing the development and
implementation of federal strategic positions with education-related issues, including
policy, development, lobbying, and external engagement. By guiding policy assessment
and initiatives that address key issues in public education, Adonai advances ACSA’ core
values. Adonai contributes immense expertise in advocating on behalf of education to
legislators, policymakers, and executive agencies on strategic imperatives, as well as
PAC support and expansion.
Laura Preston – Legislative Advocate
Laura advocates on behalf of ACSA on a number of policy areas including but not
limited to credentialing, employee-employer relations, evaluations, dismissal,
governance, transparency, and school facilities. She works closely with the Human
Resources Council. She also oversees ACSA’s Women’s Leadership Network.
Martha Alvarez – Legislative Advocate
Martha analyzes and advocates on the state budget and handles policy issues related to
fiscal accountability, early education, education technology, lottery and transportation.
She also advocates ACSA’s positions to the State Board of Education and coordinates
ACSA’s responses to the myriad of issues that come before the State Board. Currently
staffs ACSA’s 2017 Accountability and Continuous Improvement Task Force which was
convened to formulate ACSA’s position and responses to the State Board and
Department of Education regarding the new Accountability and Continuous Improvement
System.
Iván Carrillo – Legislative Advocate
Iván covers legislative issues such as adult education, retirement and pensions,
attendance/truancy, alternatives to discipline, homeless/foster youth, school safety and
52

Association of California School Administrators

immigration issues on behalf of ACSA. He also works closely with ACSA’s Adult
Education Council and Retirement Committee.
Cathy McBride – Legislative Advocate
Cathy advocates on issues such as Charter schools, child health/nutrition, curriculum &
instruction, instructional materials, online learning, school choice, STEM, transportation
and special education. She also works closely with ACSA’s Student Services and Special
Education Council and is currently staffing ACSA’s Charter School Task Force which
was convened to address the complex issues facing charter schools.
Christy Sinclair – Legislative Assistant
Christy serves as the administrative assistant to the senior director of Policy &
Governmental Relations department, provides administrative support to advocate team.
She maintains the Governmental Relations legislative bill tracking database and is staff
liaison to the Legislative Policy Committee. Christy also maintains the Governmental
Relations portion of the ACSA website, as well as Engage (grassroots advocacy web
tool), department webinars and is responsible for managing the department’s events;
including coordination of the ACSA annual Legislative Action Day. She assists with
staffing ACSA’s Business Services and coordination with regulatory agencies as well as
state appointments.
Eva Maina – Legislative Assistant
Eva, the department’s most recent legislative assistant, provides administrative support to
the advocacy team in legislative bill tracking, assisting as support staff to the Vice
Presidents of Legislative Action as well as to the Adult Education Council, Education
Options Council and the Human Resources Council. Eva also is responsible for managing
the department’s social media communications.
Jason Henderson – Legislative Analyst
Jason primary role within Federal Relations Department is to research, track, and follow
state and federal legislation and education-related policy issues, as guided by the Senior
Federal Relations Director, that are significant to the public education system via data
entry, updates, and reports. Additionally, Jason coordinates and attends national affiliate
partner advocacy events in order to expand ACSA’s national voice.
Sarah Monte – Policy Analyst
Sarah works closely with the Senior Director of Policy & Governmental Relations to
develop and implement grassroots advocacy strategies and programs, find innovative
funding streams for ACSA PAC, contributes to the political strategy of the entire
department and acts as ACSA’s liaison to the organization’s campaign finance attorneys.
She also works closely with the statewide Vice President of Legislative Action to manage
ACSA’s legislative candidate endorsement process, including crafting the candidate
questionnaire to include current issues, and incorporates ACSA’s legislative priorities in
the overall endorsement process. Sarah also coordinates the constitutional officer
endorsement process with the Board of Directors, under the supervision of the Senior
Director of Policy & Governmental Relations. Sarah is the staff liaison to the Vice
Presidents for Legislative Action and assists in planning ACSA’s annual Legislative
Action Day.
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POLICY & GOVERNMENTAL RELATIONS

AREAS OF RESPONSIBILITY
Edgar Zazueta, Senior Director of Policy and
Governmental Relations
ezazueta@acsa.org
ACSA Political Action Committees (PAC)
Advocacy Training
Education Legal Support Fund
Endorsements | Elections | Initiatives
Government Appointments
Legislative Policy Committee (LPC)
Vice Presidents for Legislative Action (VPLA)

Laura W. Preston, Legislative Advocate
lpreston@acsa.org
California Interscholastic Federation | Physical Education
Commission on Teacher Credentialing (CTC)
| Credentialing | Induction
Elections | Political Reform Act
Employee-Employer Relations | Evaluations | Dismissal
Facilities (Class Size Reduction | School Bonds | CEQA |
Green Technology | Prop 39)
Governance (Brown Act | District Organization |
Elections | Vouchers | Conflict of Interest | Public Records
Act | Transparency)
Privacy
State Allocation Board
Technology
Women’s Leadership Network
Worker’s Compensation

Martha Alvarez, Legislative Advocate
malvarez@acsa.org
Accountability
Assessment | Testing
Early Education | Preschool
English Language Learners
Equity
Lottery
School Finance | LCFF | Parcel Taxes
State Board of Education
State Budget
Tax Credit | Tax Policy

Sarah Monte, Policy Analyst
smonte@acsa.org
ACSA PAC Coordination & Reporting
Grassroots Advocacy & Training
Endorsements | Elections | Initiatives
Legislative Review & Analysis
Vice Presidents for Legislative Action Staff Liaison

Iván Carrillo, Legislative Advocate
icarrillo@acsa.org
Adult Education
After School Programs
Alternative Ed
Alternatives to Discipline
Community Schools
Graduation Requirements | Dropout Prevention
Homeless & Foster Youth
Immigration
ROC/P’s | Workforce Prep | Career Tech Ed
School Safety
STRS | PERS | Pensions
Cathy McBride, Legislative Advocate
cmcbride@acsa.org
Arts Education
Attendance | Truancy
CALPADS | Data
Charter Schools
Child Health | Nutrition
Curriculum & Instruction
Higher Ed
Instructional Materials
Online Learning
Pupil Services (Counseling | Student & Mental Health)
School Choice
Special Education
Standards
STEM
Transportation

Christy Sinclair, Legislative Assistant
csinclair@acsa.org
Advocacy Webpage Coordinator
Assistant to Legislative Advocates (Alvarez | McBride)
Assistant to Senior Director
Department Events Coordinator
Government Appointments Coordinator
Legislative Action Day Coordinator
Legislative Bill Tracking
Legislative Policy Committee Coordinator & Support Staff
Policy | Regulatory Agencies (CTC | SBE etc.)
State Appointments
Webinar Coordination
Eva Maina, Legislative Assistant
emaina@acsa.org
ACSA Council/Committee Support
Assistant to Legislative Advocates (Carrillo | Preston)
Assistant to Policy Analyst (Monte)
Endorsements | Elections | Initiatives
Legislative Bill Tracking
Department Social Media Coordination
Vice Presidents for Legislative Action Support Staff
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INFORMATION TECHNOLOGY DEPARTMENT
Tony Baldwin, IT Director, CIO
ACSA has developed a strong reliance on Information Technology. The thread of technology is
interwoven deeply through every area of operation of the organization. Tony brings nearly 30
years of experience in IT leadership in the private sector and in education to bear in his role as IT
Director, with more than 20 years in the field as an IT Director supporting school districts here in
California. Tony manages ACSA's technology infrastructure and the staff who support it. This
includes computer hardware and software, websites, software development, internal and external
networks, voice/video and data communications, multimedia, and remote user access. He
recommends, purchases, installs and maintains hardware and software platforms and
applications. He directs all technology-related staff development and training, including the
recent release of the new ACSA website at www.accsa.org, and is working to lead the efforts
toward a new, updated more useful and flexible Association Management System. Tony is happy
to share his energy, experience and knowledge. “We have a great team of pros in IT, all working
hard to support the exciting projects, plans and efforts of all who work in and for ACSA.”
Josh Peterson, Web Manager
The Web Manager is a very multi-faceted job within our IT Department. Josh works to provide
support for all web-based projects within ACSA by helping to establish the project scope as well
as designing and delivering final solutions and leading team members through the steps of each
project. His work involves understanding how ACSA operates to a very deep degree, to provide
the best solutions possible for web (and other) projects Josh helps with. In performing his duties,
Josh works with all departments across a very wide array projects with a very broad range of
needs. Josh helps evaluate all possible resources for each project and through a combination of
ready-made and customized tools, works to deliver quality, efficient, forward-thinking solutions.
Josh is in his third year on our team, and is an established and trusted member of IT, and ACSA.
His experience and professionalism are great assets, but his calm, personable manner has made
him successful in his efforts working with so many other staff members. As you see and use
web-based aspects (Josh was the lead on the ACSA website project, and others) of ACSA as a
member, you are seeing some of Josh's hard work and vision of the future.
Cedric Burgess, Network Administrator
Cedric has worked his way to a leadership position within IT, starting as a support technician
and is now responsible for ACSA's networks and servers (including design, installation,
configuration, monitoring, upgrades, and troubleshooting). He supports our wide-area and localarea network infrastructure, including routers, switches, and wireless LANs. He also supports our
back-end servers, including those for web, email, databases, firewall security, and other
applications. He is responsible for ACSA's digital office phone system. Cedric also has back-up
responsibilities for Information Technology user support and training in all offices. Cedric brings
great experience to ACSA IT operations. He also brings tremendous work ethic and leadership to
his role. Cedric is enjoying his chance to design and engineer the solutions which will support so
much of ACSA's efforts today and tomorrow!
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Arnaldo Rivera, Association Management System Manager
Our ACSA veteran, “Aldo” worked in the Member Services Department for 2 years, then moved
into IT 3 years ago. The Association Management System Manager is a new position in our IT
Department, and within ACSA. Aldo is responsible for managing the communications, planning
and execution of the software development project which will soon become our Association
Management System (AMS). In addition to overseeing software development, Aldo is preparing
to provide staff and end user training on the system, as well as to create an AMS “User Group.”
This user group will consist of staff and ACSA Members, and will provide ongoing input and
feedback which will serve to keep the AMS tool as focused and effective as possible, as the
primary data management tool within all areas of ACSA operations. We rely on Aldo's in-depth
understanding of a wide variety of ACSA operations and technologies to also effectively support
staff at many levels.
Chris Booth, Technology Support Specialist
The Technology Support Specialist is an important link in our IT Department, providing firstlevel technical consultation, direct support, and/or training for information technology based
systems. Chris provides these services, sometimes remotely, to all ACSA office buildings, via
our automated Help Desk system. Chris provides technical support of hardware, applications,
operating systems, telephony systems and networking and often participates in systems
development and system integration. We rely on Chris' growing understanding of a wide variety
of technologies to effectively support staff at many levels. Chris is our newest IT team member
but he is not new to technology - he brings a solid body of experience in the field to ACSA. We
are delighted to welcome him to our team here in IT, and we know you will
enjoy Chris' professionalism, enthusiasm and dedication to quality results as he joins us in our
support of the exciting and challenging work our other departments are striving to put in place on
behalf of our valued members and districts.
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MARKETING
ACSA’s Marketing Department helps the association identify and source opportunities for market
growth and then promotes the ACSA's products and services by differentiating them in the
marketplace. The department performs market research, develops pricing and positioning
strategies, develops partnerships and alliances and strategically overseas the ACSA brand.
Content Marketing
The objective is to communicate with your members and prospects without selling. To
accomplish this goal non-interruption marketing will be used, instead of pitching products or
services. The association must deliver information that makes members and non-members more
intelligent. The belief is that if we, as an association, deliver consistent, ongoing valuable
information, we will be rewarded with business and loyalty.
Business Development
Part of our objective is to form partnerships and strategic relationships with referral sources and
other professional contacts in target markets in order to bring in new members. This may also
include developing new markets in different geographic areas. To accomplish this, the Marketing
team will need to attend trade shows, develop prospect and referral source lists, and assist in
following up.
Market and Member Research
Market research helps the association identify target markets and what they think about our
products or services. By gathering, recording, and analyzing qualitative and quantitative data
related to the products and services the marketing department is able to assess how differentiate
based on customer behavior.
Brand Strategy
The long-term plan for the association is to develop a successful brand in order to achieve
specific goals. A well-defined and executed brand strategy will impact the association positively
and is directly connected to member needs and competitive environments.
Corporate Partner Relations
Corporate partnerships between the association and a commercial entity provides ACSA with
resources commercial such as money, though leadership, and best practices that are of benefit to
the association as well as its members.
Market Position and Prices
By effectively using the Integrated Marketing Communications (IMC) strategy the Marketing and
Communications department create messaging that’s easy for members to understand. This in
turn, allows the association to position itself as the brand with expertise in the industry. As a wellpositioned brand, the association can offer differentiation from other competing associations,
where value propositions are achieved.
Sponsorships
Marketing develops and secures sponsorship opportunities for companies to sponsor ACSA state
events in order to offset cost to members.
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MARKETING DEPARTMENT STAFF
Tatia Davenport
As Chief Marketing Officer, Tatia provides expertise in building brands, driving efficient
customer acquisition and retention, and leading corporate marketing and messaging, strategic
business planning, product development and design initiatives.
David Loyola
Marketing Program Specialist who provides effective marketing content to members and nonmembers alike. In this role, David works with internal team members and with clients to conceive
and create compelling messages using ACSA’s websites, email campaigns, and other digital
advertising channels.
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ACSA MEMBERSHIP CATEGORIES
Regular
•

Certificated or classified management/supervisory employees, confidential
employees, professors of education, charter school administrators, employees of
California Department of Education (CDE) or Commission on Teacher Credentialing
(CTC).

•

Dues .0090 of prior year's salary

•

AD (average dues) for 2018-19 are $1116.00; minimum dues are $424.20; maximum
dues are $1,525.00.

Consolidated
•

Regular members in Los Angeles USD and Fresno USD

•

Dues .65 x AD; $725.00 for salary exceeding $80,000

Associate
a) Regular members reassigned
administration/supervision.

to

the

classroom

or

other

duties

outside

b) Individuals meeting credential requirements for membership but who are not currently
employed in a position qualifying them for regular membership.
c) Educational consultants.
d) Individuals employed under an early retirement program who would otherwise qualify
under Regular Membership.
e) ACSA staff upon appointment (complimentary).
f) Former ACSA members not qualifying under other membership categories.
g) Others working in schools, districts, or other educational agencies and organizations that
are not currently seeking a credential or holding a management position.
h) Other individuals as approved by the board.
DUES:

$250.00

Student
•

Students enrolled in educational administration programs leading to the
administrative credential and who are not employed in management or supervisory
positions.
DUES:

$125.00

59

Association of California School Administrators

ACSA MEMBERSHIP CATEGORIES
Retired
•

Individuals not working in the field of education and receiving compensation from
STRS or PERS, including members who are medically disabled.
DUES:

Full retired:
Emeritus/Life

$125.00
$700.00

Complimentary
•
•
•

•

ACSA staff (associate membership)
State Superintendent of Schools (associate membership)
ACSA members who are serving as Active Duty Reservist in the Armed Forces and
who are not receiving compensation from their employing districts get up to one year
of complimentary membership.
Region Consultants shall receive complimentary full regular retired membership.

Honorary Life
•

Awarded to persons making an outstanding contribution to education, i.e., past ACSA
presidents (regular or retired based on job status)

Educational Institution Service
Educational Institution Service is provided to districts and county offices on a
subscription basis. Fees are based on district or county enrollment.
Services include:
•

Copies of ACSA publications for all Board members
Leadership Magazine
EdCal

•

Board members may register at the ACSA member fee for ACSA Professional
Development Programs, including ACSA’s Leadership Summit.

•

Participation for Board members in Members Only Discount.

60

Association of California School Administrators

MEMBER SERVICES DEPARTMENT
The Member Services Department provides leadership and coordination of the annual
membership recruitment and retention strategy as well as providing support services to
members. The department is comprised of five units, with each arm having a very different
and specialized function, but all maintaining a focus on growing membership.
Membership Recruitment Team
This group of dedicated part-time staffers is comprised of both currently practicing and
retired educational leaders who focus solely on growing the organization. Their diverse
professional background and positive experience as ACSA members makes for a winning
combination. The team is not bound by region but will be assigned to identify and reach out
to non-members within their areas of residence, unless otherwise assigned. They are
encouraged to communicate and collaborate regularly with region leaders for the purpose of
recruitment and are available to provide presentations about the benefits of ACSA
membership.
Member Assistance and Legal Support Team
Our legal support staff are seasoned part-time professionals who provide assistance to
members with concerns on professional, ethical and legal matters related to employment
status and due process rights. Advocates are retired school administrators and a great
resource for information on the Education Codes.
Member Services Processing Unit
This area of staff is responsible for the management and maintenance of the membership
database, which contains sensitive information about our members. This unit is also charged
with the billing and collection of dues and PAC contributions for all ACSA members and is
also the section that provides membership lists, labels, demographical information, etc. upon
request.
Mentor Program
The Mentor Program currently serves members in their first and second year of a new
administration position. It is a service to help build a professional relationship between a
new leader and an experienced mentor to hone leadership skills.
ACSA Ambassadors
ACSA ambassadors are a cadre of retired members whose purpose is to welcome new
members, educate them on the ACSA structure, get them connected to peers at the local
level and connect them to members benefits and services.
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MEMBER SERVICES DEPARTMENT - AT YOUR SERVICE
Questions about your member benefits and services, dues calculation, database information and
current recruitment drives can be answered by any of the following team members.
Staff Name
Margarita Cuizon

Title and Area of Responsibility
Senior Director of Member Services & Support
Additional Areas of Responsibility:
Equity Committee
Member Services Committee
Region Consultant Relations

Janis Rawlins

Membership Secretary
With additional responsibilities to include:
• Membership Exhibits
• Retirement Committee

Carlota Cabrera

Supervisor Membership Processing Unit
With additional responsibilities to include:
• Region Consultants

Contact Information
1029 J Street, Suite 500
Sacramento, CA 95814
(800) 608-ACSA (2272)
Direct (916) 329-3823
Cell (916) 208-2694
Fax (650) 692-7297
mcuizon@acsa.org
1029 J Street, #500
Sacramento, CA 95814
(800) 608-ACSA (2272)
Direct (916) 329-3817
jrawlins@acsa.org
1575 Bayshore Highway
Burlingame, CA 94010
(800) 800-ACSA (2272)
ccabrera@acsa.org

Simon Wong

Member Relations Specialist
Serving members from A-G

1575 Bayshore Highway
Burlingame, CA 94010
(800) 608-ACSA (2272)
swong@acsa.org

Cynthia Peralta-Melendez

Member Relations Specialist
Serving members from H-O

1575 Bayshore Highway
Burlingame, CA 94010
(800) 608-ACSA (2272)
cperaltamelendez@acsa.org

Stephanie Llamas

Member Relations Specialist
Serving members from P-Z

1575 Bayshore Highway
Burlingame, CA 94010
(800) 608-ACSA (2272)
sllamas@acsa.org

Joanne Godfrey

Office Manager/Administrative Assistant
Member Assistance and Legal Support Team

3602 Inland Empire Blvd.#A-230
Ontario, CA 91764
(800) 608-ACSA (2272)
jgodfrey@acsa.org

Committee Executive to:
Member Services Committee
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MEMBERSHIP RECRUITMENT TEAM
The membership recruitment team provides assistance to region leaders and region membership
chairs in developing goals and identifying non-members in districts. They are available for
presentations on member benefits and services and are a tremendous resource of information.
Ann Kilty
Lillie Campbell
Michael Dennis
Charlene Lemons-Shivers
Felton Owens
Bob Lee
Korby Olson

Sherman Garnett
Penny Fraumeni
Anne Welsh-Tregilia
Deborah Burke
Pat Lasarte
Alice Petrossian

To reach a recruitment team member, please contact Janis Rawlins at (800) 608-ACSA (2272) or
jrawlins@acsa.org.

MEMBER SUPPORT TEAMS
To reach an advocate or to inquire about legal assistance and your due process rights please
contact:
Joanne Godfrey

Office Manager/Administrative Assistant –
Member Assistance and Legal Support Team
Committee Executive to:
Member Services Committee

3602 Inland Empire Blvd, Suite A-230
Ontario, CA 91764
(800) 608-ACSA (2272)
(909) 484-7503
Fax (909) 484-7504
jgodfrey@acsa.org

Legal Support Team

Mentor Team

Bill Tschida

Marc Ecker

Marvin Biasotti

Lloyd Wamhof

John Almond

Ron Williams

Joe Jones

Dale Hansen

Trudy Arriaga

John Almond

Arturo Flores

John Porter

Sharon Dezutti

Jim Negri

Diane Scheerhorn

Janet Morey

Will Ector, Jr.

Larry Perondi

Gary Rutherford

Marilyn Shepherd
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Members Only Discounts
Benefit Programs Available to Members
Included with ACSA and ACCCA membership at no additional cost to members:
•

Professional Liability Insurance ($3,000,000 agregate) free to all active members
working at a school district or county office of education. (ACSA Members Only)

•

Accidental Death and Dismemberment ($10,000) insurance free to all regular members

For information regarding these two benefits, please email Carlota Cabrera in ACSA
Member Services at ccabrera@acsa.org.
Voluntary insurance is offered to ACSA and ACCCA members at group rates. Premiums are
payable via monthly payroll deduction or direct quarterly billing.
•

Member and Family Group Life Insurance

•

Disability Income Protection Insurance

•

Accidental Death and Dismemberment (AD&D) Insurance

•

Cancer Medical Reimbursement Insurance

For information regarding these insurance offerings, please call ACSA’s insurance
administrator, Thomas E. Mestmaker and Associates, at 1-877-472-6722.
Available to ACSA and ACCCA members through California Casualty Insurance Company
•
•
•

Auto & Home Insurance
Personal Excess Liability
For information, please call California Casualty’s Auto & Home Insurance at 1-866680-5143.

Available to ACSA members only:
•

Long Term Care Insurance Program – Offers a portfolio of comprehensive plans from
multiple highly rated insurance carriers. For a free guide or more information, please
call Long term Care Resources at 1-800-616-8759.
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2018-2019 Governance Calendar
Approved by the ACSA Board of Directors February 16, 2018

ACSA Holidays

Board Meetings
July 25, 2018
October 12, 2018
February 22, 2019
May 10, 2019

July 4, 2018
September 3, 2018
November 12, 2018
November 22, 2018
November 23, 2018
December 24-31, 2018
January 1, 2019
January 21, 2019
February 11, 2019
February 18, 2019
April 1, 2019
April 19, 2019
May 27, 2019

Dana Point
Orange County
Ontario
Sacramento

Executive Committee
July 25, 2018

Dana Point

October 11, 2018

Orange County

November 9, 2018

Leadership Summit, San Diego

December 14, 2018

Conference Call (if needed)

February 21, 2019

Ontario

April 8, 2019

Legislative Action Day, Sacramento

May 9, 2019

Sacramento

Legislative Action Day

Independence Day
Labor Day
Veteran’s Day
Thanksgiving Day
Day after Thanksgiving
Winter Break
New Year’s Day
Martin Luther King Jr. Day
Lincoln’s Birthday
Washington’s Birthday
Cesar Chavez Day
Good Friday (1/2 Day)
Memorial Day
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July 13, 2018
December 14, 2018
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2018-2019
Agenda Schedule for Board and Leadership Assembly Meetings
The following is the schedule for submitting agenda items for the Board of Directors and
Leadership Assembly meetings in 2018-2019.

BOARD OF DIRECTORS:
Meeting Date

Agenda Items Due

Agenda Posted

July 25, 2018

July 5, 2018

July 11, 2018

October 12, 2018

September 21, 2018

September 28, 2018

February 22, 2019

February 1, 2019

February 8, 2019

May 10, 2019

April 18, 2019

April 26, 2019

Send items for board agendas to Suzanne Caffrey (scaffrey@acsa.org)

LEADERSHIP ASSEMBLY:
Meeting Date
October 11, 2018

Preliminary Information
Posted
August 30, 2018

Agenda Items Due
September 21, 2018

February 21, 2019

January 10, 2019

February 1, 2019

May 9, 2019

March 28, 2019

April 18, 2019

Final Agenda Posted
September 28, 2018
February 8, 2019
April 26, 2019

Send items for leadership assembly agendas to Lori Allred (lallred@acsa.org)
Revised 04/16/18 - la
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ACSA STATE COMMITTEE/COUNCIL
MEETING DATES 2018/19
Committee and Council dates are subject to change. Prior
to making any travel arrangements always check with
your chair/council president to confirm the date.
Committee

Date

Location

Time

ACSA/CAPEA

Co-Administration

9/20/2018
11/10/2018
2/28/2019
4/18/2019

Webinar
Leadership Summit, San Diego
Webinar
TBD

4:30 pm-6:00 pm
TBD
4:30 pm-6:00 pm
10:00 am-2:30 pm

11/7/2018
12/7/2018
3/8/2019
4/5/2019
5/17/2019

Leadership Summit, San Diego
WebEx
ACSA Sacramento
ACSA Sacramento
ACSA Sacramento

2:00 pm-6:00 pm
9:00 am-12:00 pm
9:30 am-3:00 pm
9:30 am-3:00 pm
9:30 am-3:00 pm

11/7/2018
2/27/2019
6/19/2019

Leadership Summit, San Diego
ACSA Sacramento
ACSA Sacramento

9:30 am-2:00 pm
9:30 am-2:00 pm
9:30 am-2:00 pm

Equity,

Leadership Development

Legislative Policy

Member Services

Retirement

2/22/17-sp
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ACSA STATE COMMITTEE/COUNCIL
MEETING DATES 2018/19
Committee and Council dates are subject to change. Prior
to making any travel arrangements always check with
your chair/council president to confirm the date.
Committee

Small School District

Date

Location

Time

9/21/2018
11/7/2018
5/3/2019

WebEx
Leadership Summit, San Diego
WebEx-ACSA Sacramento

10:00am-12:00 pm
10:00 am-2:00 pm
10:00 am-2:00 pm

Adult Education

11/7/2018
1/17/2019
4/11/2019

Leadership Summit, San Diego
ACSA Sacramento
ACSA Sacramento

12:00 pm-5:00 pm
10:00 am-3:00 pm
10:00 am-3:00 pm

Business Services

10/18/2018
1/11/2019
2/28/2019
5/15/2019
5/23/2019

ACSA Sacramento
WebEx
ACSA Sacramento
WebEx
ACSA Sacramento

9:30 am-3:00 pm
12:00 pm-1:00 pm
9:30 am-3:00 pm
4:00 pm-5:00 pm
9:30 am-3:00 pm

Career Technical Education

9/19/2018
11/6/2018
1/16/2019
3/3/2019

Google Hangouts
Leadership Summit, San Diego
Google Hangouts
Educating for Careers Conference

4:00 pm-5:00 pm
2:00 pm-5:00 pm
4:00 pm-5:00 pm
12:00 pm-3:00 pm

9/21/2018
11/7/2018
2/1/2019
2/28-3/1/2019

WebEx
Leadership Summit, San Diego
WebEx
ACSA Sacramento

5/31/2019

WebEx

10:00 am-11:30 am
11:30 am-4:00 pm
10:00 am-11:30 am
11:30 am-4:00 pm/9:00
am-2:00 pm
10:00 am-11:30 am

9/14/2018
2/13/2019

ACSA Sacramento
9:00 am-3:00 pm
Anaheim Marriott in conjunction with 9:00 am-1:00 pm
ECC

Urban Education

Classified Ed Leaders

Curriculum Instruction and
Accountability

Educational Options

2/22/17-sp
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ACSA STATE COMMITTEE/COUNCIL
MEETING DATES 2018/19
Committee and Council dates are subject to change. Prior
to making any travel arrangements always check with
your chair/council president to confirm the date.
Committee

Date
4/12/2019

Location
ACSA Sacramento

2/22/17-sp
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Time
9:00 am-3:00 pm

ACSA STATE COMMITTEE/COUNCIL
MEETING DATES 2018/19
Committee and Council dates are subject to change. Prior
to making any travel arrangements always check with
your chair/council president to confirm the date.
Committee

Date

Location

Time

Elementary Education

11/7/2018
1/24/2019
4/?/2019

Leadership Summit, San Diego
School Visit
ACSA Sacramento

Human Resources

10/2/2018

TBD

Double Tree Berkeley Marina in 10:00 am-4:00 pm
conjunction with Personnel Institute
Westin Hotel San Diego in conjunction 10:00 am-4:00 pm
with Negotiators Symposium
ACSA Sacramento
10:00 am-4:00 pm

Middle Grades

10/4/2018
11/7/2018
1/17/2019
3/7/2019

Webinar
Leadership Summit, San Diego
ACSA Sacramento, WebEx
ACSA Sacramento

1:00 pm-2:30 pm
10:00 am-3:00 pm
9:30 am-2:00 pm
10:00 am-3:00 pm

Secondary Education

10/8/2018
11/7/2018
1/10/2019
3/21/2019

Webinar
Leadership Summit, San Diego
ACSA Sacramento, WebEx
ACSA Sacramento

3:30 pm-4:30 pm
10:00 am-3:00 pm
12:30 pm-4:00 pm
10:00 am-3:00 pm

Student Services & Special
Education

9/14/2018

ACSA Sacramento

10:00 am-3:00 pm

2/12/2019

Anaheim Marriott in conjunction with
ECC Symposium
ACSA Sacramento

12:00 pm-3:00 pm

1/22/2019

4/12/2019
Superintendency
(* meetings are reimbursable)

*Meetings are reimbursable

2/22/17-sp
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10:00 am-3:00 pm
10:00 am-3:00 pm
10:00 am-3:00 pm

10:00 am-3:00 pm

IV. Committees
& Councils
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ACSA COMMITTEES/COUNCILS
2018-19
Sub-Committees of the ACSA Board of Directors:
•
•
•
•

Audit
Awards
Executive Committee
Finance

Special Committees:
• ACSA/CAPEA
• Leadership Summit
• Small School District
• Urban Education
Note: Appointments to special committees are not made on a one per region basis, but are
made by the state president after consultation with appropriate resource persons. The
following criteria is considered:
• Expertise in the area specified by the committee's purpose and responsibilities
• Job alike representation and balance
Regular (Standing) Committees:
•
•
•
•
•
•

Co-Administrators
Equity
Leadership Development Committee
Legislative Policy
Member Services
Retirement

Councils:
•
•
•
•
•
•
•
•
•
•
•
•

ACSA Council of Curriculum, Instruction and Accountability Leaders
Adult Education
Business Services
Career Technical Education
Classified Educational Leaders
Educational Options
Elementary Education
Human Resources
Middle Grades Education
Secondary Education
Student Services and Special Education
Superintendency
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STATE COMMITTEES
Board Subcommittees
The Audit Committee, Awards Committee, the Executive Committee and the Finance
Committee convene as subcommittees of the state Board of Directors. Four current directors
will serve on the Audit Committee, chaired by the past president. Four current or past
directors will serve on the subcommittee on awards chaired by the past president. Minimum
of four directors, with the Vice President acting as chair, will serve on the Finance
Committee. The five Board Officers with two members elected from the Board of Directors
will serve on the Executive Committee. These subcommittees will meet as needed.
Special Committees
From time to time, the Board of Directors has created special committees. The main
distinction between special committees and regular ACSA standing committees is that
special committees may serve a limited term and members are not selected on a one per
region basis.

2018-19
COMMITTEE PURPOSES
ACSA/CAPEA — The following purposes of the ACSA/CAPEA Committee will advance
the interests, needs and well-being of California students so that our schools will once again
be the best in the nation and the envy of education worldwide: To identify and study issues in
the areas of higher education, administrator preparation and licensing, professional
development providers, and legislation for the purpose of building collaboration and
informing policy. To work collaboratively to identify issues and concerns of higher education
and K-12 public education, professional preparation and development, and partnerships
among school districts, institutions of higher education, and professional development
providers. To influence and contribute to the education research agenda. To identify issues
and make recommendations regarding increasing diversity and membership in the ranks of
education administrators and professors of educational administration. ACSA members will
be practicing administrators, appointed by ACSA’s president. CAPEA members will be
professors of education, appointed by CAPEA.
Co-Administrators — To educate and empower co-administrators and aspiring
administrators (vice-principals, assistant principals, deans, coordinators, etc.) in their role as
instructional leaders within their schools and communities. To promote networking and
increase communication among administrators and aspiring administrators. To provide
access to professional development and mentoring experiences. To increase awareness of the
co-administrator's role and the importance of that role.
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2018-19
COMMITTEE PURPOSES
The Equity Committee — To build capacity in cultural proficiency of all leaders within the
association and throughout the state of California in order to effectively eliminate the
educational gaps that reflect large numbers of underserved African American and Latino(a)
students.
In order to accomplish this purpose we will:
• Identify and research issues related to equity and diversity to ensure equal access and
equitable outcomes for all members and students we serve.
• Develop strong recruitment and retention policies and practices to grow membership
through relevant services, products, and resources that address the needs of
underserved stakeholders.
• Recommend policies, practices, and resources which lead to quality
instructional/educational programs and services to ensure that all students are college
and career ready
• Assist in the development of programs, resources, and materials to help leaders
effectively respond to issues that arise from religious affiliation as well as cultural,
ethnic, racial, linguistic, gender, sexual orientation, and economic differences among
students and communities.
• Establish partnerships and communication links with national and state administrator,
teacher, parent and other educational organizations.
• Assist the board in implementing aspects of the association strategic plan goals in
regards to equity and diversity issues that impact students and leaders.
Leadership Development Committee - The Leadership Development Committee, with a
representation from each region, 2 board members and chaired by the ACSA State Past
President, was formed as an advisory committee to the ACSA State Board to look at the
governance of the organization and provide clarity, consistency and alignment of the bylaws
of state ACSA, the regions, committees and councils. In addition to this work, the state board
has asked the LDC to provide recommendations to the board on how they can help with the
board's responsibility to provide leadership development and best practices for the
committees and councils each year.
Define association leadership needs, set criteria and requirements, and then build programs,
training and orientation strategies, mentoring/coaching opportunities, and other tasks that
effectively develop leadership at the region, council/committee and board levels.
Leadership Summit — To organize, plan, and implement the program content of the annual
Leadership Summit.
Legislative Policy — To identify and study areas of needed legislation affecting ACSA
members and public education. To solicit sponsorship requests from ACSA members, and to
sponsor bills that improve conditions in California schools. To study proposed legislation
and, based upon ACSA's Legislative Platform and additional input from the Board of
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Directors, establish ACSA's position on state and federal legislation. To assist in the
establishment of the ACSA Legislative Platform.
Member Services — To recruit, retain and recognize members. To identify trends and issues
with membership categories that may require changes or adjustments. To support and help
grow ACSA’s Partner4Purpose program in order to further meet the needs of members. To
monitor and ensure that region and charter bylaws align with state ACSA bylaws and that
region and charters are in compliance with these regulations.
Retirement — To provide leadership, direction, clarification, and understanding of the
California State Teachers’ and California Public Employees’ Retirement Systems to all
ACSA members. To actively work with other members of the retirement coalition to protect
and enhance the benefits of the California State Teachers’ Retirement System and the
California Public Employees’ Retirement System. To investigate and to promote legislation
that positively impacts or affects members of both systems. To encourage the continued
participation, involvement, and service of retired ACSA members in the cause of improving
the benefits of the California State Teachers’ Retirement System and the California Public
Employees’ Retirement System..
Small School District — To advocate small school district issues within ACSA. To provide
the Legislative Policy Committee information on legislation that would affect small school
districts in conformance with ACSA's legislative platform and positions. To provide training
and information to support small school district administrators. To facilitate networking
between CSBA’s Small School District Council and the Small School Districts Association
Executive Committee.
Committee Representation: Since there are significant size differences among districts,
representation should include superintendents from very small districts as well as
districts up to 2,500. To facilitate networking, representation should include a member
from CSBA’s Small School District Council and a member from the Small School
Districts Association Executive Committee.
Urban Education — To identify and study issues relating to urban education. To emphasize
the need to improve educational opportunity for children in urban school districts. To identify
and articulate the unique concerns of administrators in urban school districts. To recommend
solutions and/or courses of action to deal with problems and needs of urban schools. To
identify and study issues and make recommendations on practices, policies, and positions to
ACSA’s leadership and staff and to state agencies/legislators related to Urban Education.
Committee Representation: Nominations will be solicited from superintendents of
districts self-identified as urban with size/enrollment of 20,000 students or more.
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2018-19 COUNCIL PURPOSES
ACSA Council of Curriculum, Instruction and Accountability Leaders —
• To identify and study issues and make recommendations on practices, policies,
and positions to ACSA’s leadership and staff and to state agencies related to
curriculum, instruction, assessment, and accountability;
• To identify and disseminate best practices for administrators who work in the
areas of curriculum, instruction, and accountability, to ensure student centered
instruction and services, which prepare all students to compete in an international
society;
• To plan, develop, and coordinate professional learning programs, electronic
media, and publications related to council business;
• To maintain liaison with the Western Association of Schools and Colleges
(WASC), including nominating WASC commissioners;
• To review all non-ACSA requests to conduct research using ACSA records.
• To review all non-ACSA requests to conduct research using ACSA records.
• To maintain liaison with state agencies and other organizations which impact
curriculum, instruction, accountability, interventions, assessment and evaluation;
• To assist in ACSA membership recruitment
Adult Education — To identify and study issues relating to adult education. To recommend
legislative positions to ACSA and advocate for legislation that advances public adult
education statewide. To actively enhance and promote adult education's role with
professional organizations, government officials, state agencies, school districts, business,
industry, and the community at large. To plan and coordinate professional growth
opportunities for administrators of adult education programs.
Business Services — To identify, study and address issues related to business services and
school funding. To recommend associated state budget positions and serve as a quick
response team on state budget issues that impact public education. To enhance and promote
business services’ role within the education community. To build skills of business officials
through workshops and conferences. To enhance communications with other ACSA
committees, affiliated organizations, and state agencies in support of ACSA’s overarching
priorities.
Career Technical Education — The purpose of the ACSA Career Technical Education
Council is to support administration and ensure relevant high quality CTE programs that
prepare PreK-adult students for successful transition to careers and post-secondary education
through: core integrated curriculum, legislation, advocacy, professional development,
communication and collaboration.
Classified Educational Leaders — To build and maintain a vibrant network of classified
educational leaders, who share a mutual commitment to excellence in the service and support
of our students, and are valued members of their leadership team. To develop and enhance
professional growth opportunities for classified educational leaders, promote ACSA
membership, and encourage participation in all levels of ACSA.
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Educational Options Council — To explore, promote, support, and influence solutions to
financial, program, accountability, and legislative issues facing alternative education in the
state agencies which impact curriculum, instruction, accountability, interventions,
assessment, and evaluation. To assist in ACSA membership recruitment.
Elementary Education — To identify and study issues related to elementary and pre-school
administrators. To recommend best practices and policies and to serve as advocates for high
quality programs for all elementary and pre-school children. To serve as a forum in which
elementary and pre-school administrators may resolve issues related to their professional
efforts. To serve as a representative of elementary and pre-school administrators in meeting
the goals and priorities of ACSA. To provide representation and leadership from ACSA to
NAESP. To assist in the recruitment of elementary and pre-school administrators as ACSA
members. To plan and coordinate professional growth opportunities for elementary and preschool administrators.
Human Resources — To identify and study issues relating to professionals responsible for
personnel, employer/employee relations and other human resources programs. To provide
leadership, direction, clarification, and understanding in such areas as personnel practices,
employer-employee relationships, fair and equal employment practices, contract
management, negotiations, retirement, legislation, credentials, management team concept,
individual rights, and staff-related issues. To plan, provide, and encourage in-service training
for administrators in this area, and to maintain liaison between ACSA and the American
Association of School Personnel Administrators. To assist in the recruitment of personnel,
employer/employee relations and other human resources administrators as ACSA members.
To assist with addressing shortages in education and work with CTC to address the staffing
challenges and opportunities. To promote the training and recruitment of individuals of
diverse backgrounds as human resource administrators. To promote the highest standard of
ethical conduct, assist local school administrators, and to assure due process to all members
of ACSA.
Middle Grades Education — To identify and study issues relating to middle grades
administrators and to recommend practices and policies which will lead to high quality
programs for young adolescents. To strengthen a network for communication among middle
grade administrators. To plan, provide, and encourage professional development programs
for middle grades administrators. To assist in the recruitment of middle grades administrators
as ACSA members. To encourage interaction and support between ACSA, the National
Association of Secondary School Principals, the California Department of Education, and
other organizations and agencies promoting the interests of middle grades education.
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Secondary Education — To identify and study issues and make recommendations to ACSA
board of directors related to secondary education. To recommend practices and policies that
will lead to high quality programs for secondary students. To recruit secondary
administrators as members and to maintain a liaison between ACSA, National Association of
Secondary School Principals (NASSP), California Interscholastic Federation (CIF), and other
state agencies relating to secondary education. To plan and coordinate professional
development programs for secondary administrators
Student Services and Special Education — The Student Services and Special Education
Council supports administrators in the areas of special education, student services, and
coordinated youth services by:
o Advocating best practices, policies, and legislation to ensure high quality
student programs.
o Improving collaboration and communication between general education,
student services, special education, and other support agencies and
organizations.
o Facilitating the development and understanding of current trends and financial
issues related to their impact on student programs and services.
o Planning and coordinating timely and meaningful professional development
offerings for new and experienced school administrators.
o Assisting in ACSA membership recruitment.
Superintendency — To identify and study issues related to the role and responsibilities of
superintendents and proactively advocate for solutions. To strengthen a network for
communication among superintendents. To be proactive in representing the viewpoints and
vision of superintendents on critical education issues with a view toward influencing policy
and practice at the local, state, and national levels. To plan strategies and practices that will
influence the quality of education for all California students. To voice the critical need for
stable, sound finance for educating California’s children. To represent superintendents in
ACSA's relations with the Governor's office, Legislature, and State Superintendent of Public
Instruction. To plan and coordinate professional development activities for superintendents
and activities to enhance professional development of administrators and all school district
positions. To encourage the active participation of superintendents and all other management
team members in ACSA. To maintain a liaison relationship with AASA and other state
organizations and agencies
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COMMITTEE/COUNCIL AGENDAS/ISSUES
Agendas for Action
Each committee/council determines at the beginning of each year what its agenda for the year
will be. Some committees/councils adopt multi-year plans which are carried forward with
periodic review.
In choosing their action agendas, committees/councils may engage in any activity not contrary to
policy or the operating procedures listed on the next page.
Please note that while committees/councils are unable to adopt policy or positions on behalf of
the association, they are encouraged to develop recommendations for the Board of Directors to
adopt.

Committee/council work serves two purposes within ACSA: expertise and networking.
The two functions involve responding to issues in two ways. Committees/councils
respond to and develop activities and resources related to board adopted issues and
ACSA’s mission and vision, and they also act on issues specific to and identified by the
committee/council itself.

Board Adopted Issues
The committees/councils constitute an "expert" resource for the membership and the Board of
Directors. In that capacity, committees/councils may be asked by the Board to devote part of
their agendas to issues or problems identified by the Board as critical to ACSA's current action
agenda and to furthering ACSA’s mission and vision. A specific product may be requested, such
as a position paper or legislative proposal, or the Board may identify an area of concern and
leave it to the committee/council to choose the product it prefers.
Committee/Council Identified Issues
Committees/Councils are also the center of ACSA-based professional networks. As such, they
assist in the identification of emerging and current issues, and are encouraged to develop
activities which pursue interests’ specific to the makeup of each committee/council. Products
related to these activities may range from being sure that ACSA has a part in the deliberations of
another organization to identifying issues, resources, or information of use to the membership or
Board.
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LOGISTICS: MAKING COMMITTEE/COUNCIL MEETINGS HAPPEN
Agendas and Backup Materials
Committee chairs and council presidents generate the agendas for committee/council meetings.
They may consult with their committee/council liaison, if they wish. The assistant to committees
and councils can provide a roster or email addresses to the chair/council president for mailings to
committee/council members.
Chairs/council presidents may send agendas and other materials directly or may request the
committee/council liaison to do so.
All agenda or other e-mailings sent to committee/council members should also be sent to the
board liaison and committee/council liaison.
Inviting Special Guests to Committee Meetings
Many committees/councils have occasional or regular guests, such as staff members from the
California Department of Education or special speakers. Arranging for guests is the
responsibility of the committee chair/council president, although ACSA staff may assist in
identifying appropriate visitors. If the committee/council has a regular guest or liaison person,
the assistant to committees and councils should be notified so the person can be added to the
committee's/ council’s roster and email list.
If a special guest is to be paid an honorarium prior approval of the executive director is required.
Materials for the Meeting
Prior to each committee/council meeting the assistant to committees and councils will provide
the chair/president with the following:
•

Place cards — chair/council president should notify the assistant to committees and
councils of any roster changes

•

Attendance Sheet — to be returned completed to the assistant to committees and
councils at the end of each meeting

•

Travel Expense Claim forms — to be signed by the chair/council president and
committee/council executive
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LOGISTICS: MAKING COMMITTEE/COUNCIL MEETINGS HAPPEN
Minutes of the Meeting
It is the responsibility of the committee chair/council president to assign a committee/council
member to take the minutes. Chairs/council president may send minutes directly or may request
the committee/council liaison to do so.
Support During Your Meeting
When a committee/council meeting is held in an ACSA facility, the assistant to committees and
councils in Sacramento or another staff person in Burlingame and Ontario offices will assist the
committee/council executive in providing the following services as needed:
•
•
•

photocopying
arranging for materials such as chart pads, easels, markers, etc.
arranging for audio/visual equipment

Meals for Your Committee/Council
When the committee chair/council president submits their meeting dates for the year they
indicate on the form whether or not the meeting is to be catered and how many people to order
for. An appropriate meal is arranged from this information.
Please notify the assistant to committees and councils if a meeting is canceled, if there is a
significant change in the number of people attending, or if a committee/council member has
special dietary needs (i.e. vegetarian).
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STATE COMMITTEE/COUNCIL OPERATING PROCEDURES
1. Committees/councils are free to expend their budgets as they see fit so long as they
remain in budget, their actions/expenditures do not violate policy or procedures, and
their actions/ expenditures are within the board-approved council bylaws and
committee/council goals and purposes.
Budgets are generally based upon three committee/council meetings times, average
travel, lodging, meal amount times the number of committee/council members plus
added amounts for copying, postage, supplies, and facilities, with a few exceptions. (A
few years ago committee/council budgets were reduced by 20% to assist with balancing
ACSA’s budget.)
2. Committees/Councils may engage in any activity not contrary to policy.
Pertinent Policies:
•

Only the board can establish ACSA positions and take positions on behalf of ACSA.
(Article V, Bylaws)

•

Only the leadership assembly, Legislative Policy Committee and the board can
establish legislative positions. (Article IV, V, Bylaws)

•

Only the board can recommend nominees for state boards and commissions.
(Policies and Procedures — Section 3, 3.12)

•

No committee/council can pay dues to any other organization without board
approval. (Policies and Procedures — Section 1)

3. Legislative, State Board, or Commission testimony:
A. If a committee/council member is requested to testify, advise the president or the
executive director, determine ACSA's position and discuss the position to be
represented with the senior director of governmental relations. If testifying in
support of an ACSA position be identified as a representative of the X
committee/council of ACSA. Expenses may be covered by the committee's/council’s
budget.
B. If a committee/council member is contacted by an official regarding ACSA's
position or the committee's/council’s position, respond as accurately as possible.
Afterwards, advise the president or executive director of the conversation.
C. If a committee/council member testifies on any issue on which ACSA has no
position, testify as an individual, not as an ACSA representative. No expenses will
be reimbursed.

83

Association of California School Administrators

D. If a committee/council member testifies against an ACSA position, it must be done
as an individual, not as an ACSA representative or ACSA committee/council
representative. No expenses will be reimbursed. (See Section 8-A Governmental
Relations, Legislation — Policy 8.7 — for the process for resolving differences
between a committee/council position and ACSA's Legislative Policy Committee
position.)
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EXPLANATION OF COMMITTEE/COUNCIL FORMS
ACSA State Committee/Council Meeting Attendance Sheet
This form is to be completed after each meeting and sent to ACSA’s assistant to committees and
council. The assistant to committees and councils will forward a copy to each region president,
informing them of the attendance of their representatives at committee/council meetings.
Travel Expense Claim
Please be specific on the purpose of meeting, i.e., regular meeting or special funding. Indicate the
project number which has been assigned for special funding.
Also, you might wish to review with your committee/council members the following:
Expense for committee/council attendance is reimbursed by ACSA if not paid by district or
employing institution. Please remember:
1. Attach all receipts to your expense claim.
2. Every committee/council member’s expense claim form must be approved by the
chair/president
and committee/council executive.
3. After the expense claim (with the appropriate signatures) is received by ACSA’s
Financial Services Office, it normally takes two weeks to process. Please allow extra
days in the event of holidays, etc.

85

Association of California School Administrators

COMMITTEE/COUNCIL REPORTING
The process for reporting the goals and accomplishments of ACSA’s committees and councils is
Web based. If you are not updating your committee/council Web page on a regular basis, you are
not communicating the impact of your group.
Your committee/council executive is ultimately responsible for placing material on the Web.
However, the information must come from the committee/council. The types of information placed
on the Web include:
News updates, such as committee/council accomplishments and work in progress.
Legislation updates.
Articles from EdCal and other news sources.
Best practices.
Important dates, events, awards.
Information on alliances with other associations.
Resources, such as travel reimbursement documents, white papers and links to other
Websites.
The Middle Grades Council page – www.acsa.org/middlegrades – may be used as an example as
you achieve your Web-based goals.
Meeting minutes, summaries and reports should also be submitted to Committee/ Council
Assistant Sue Periera. Additionally, a short, 350-word report will be requested for the ACSA Annual
Report, which is published in August.
The work of ACSA’s committees and councils should be aligned to ACSA’s mission and strategic
plan. Reporting out on the work of the committees and councils should be a live, ongoing process
available to the entire association.
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RESPONSIBILITIES OF BOARD LIAISONS AND
COMMITTEE/COUNCIL EXECUTIVES
Board Liaisons: Communications and Advocacy
An ACSA Board member is assigned to the committee/council to provide a communications link
with the Board of Directors and to serve as an advocate for the committee/council. The liaison
should:
•

Maintain close relationship with assigned committee/council and committee/council
executive, communicate current issues and charges from the Board, and report to the
Board the major thrust of the committee/council.

•

Encourage committee chair/council president to attend one board meeting during their
tenure.

Committee/Council Executives: Support and Communications
A vital element of ACSA’s vision is to become increasingly influential and indispensable as the
premier organization for educational leaders in California. ACSA committees/councils represent
the leading edge “expert” groups working on behalf of the larger ACSA membership. These
“expert” groups are comprised of representatives who are leaders in their regions. Service on
ACSA committees/councils is a high profile opportunity for members to be at the forefront of
statewide leadership in advocacy, professional development, service, collaborative networking,
and product development in their area of focus.
ACSA Committee/Council Executives (formerly known as staff liaisons) are expected to
function in the role of “executive director” guiding, cultivating, and supporting the important
work of the group. The Executive has the responsibility to provide consistent, purposeful,
focused, forward-thinking leadership to the group’s rotating membership and leadership
structure. Specifically, the Executive, while promoting the independently meaningful and
powerful contributions of the committee/council, also provides the “link” to the larger statewide
organization, ensuring that the group’s work:
♦ exemplifies the values, beliefs, mission and vision of ACSA;
♦ recognizes and supports relevant ACSA Board goals; and
♦ complements and connects to the work of other committees/councils to promote
the success and growth of public education in California.
The Executive’s function is to go far beyond providing necessary but routine supports in making
meeting arrangements and fostering inter-group communication. The Executive’s primary calling
is to broaden, enrich, and develop the committee/council’s capacity to make a positive and
lasting impact on leadership, teaching, and learning in California.
The ACSA Committee/Council Executive is assigned to provide support and a communications
link with the rest of the organization. The Executive is expected to:
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RESPONSIBILITIES OF BOARD LIAISONS AND
COMMITTEE/COUNCIL EXECUTIVES
•

Actively participate and be fully present at all regular committee/council meetings and
provide leadership and support to the chair/president in establishing the committee/council’s
goals.
o Ensure that the committee/council is engaged in producing something of value—
supporting, advancing and guiding the growth and capacity of those they represent.
o Actively cultivate and reinforce a positive, active, collaborative professional
committee/council culture.

•

In the case of Councils, ensure that the Bylaws are reviewed annually and that the Council
faithfully adheres to its Bylaws.

•

Actively consult and assist the chair/president with the logistics of planning and conducting
the meeting. In addition to the dissemination of important information:
o Work collaboratively with the chair/president to ensure that some time during each
meeting is devoted to the development of committee/council members, building their
capacity as educational leaders, and equipping them to assist and support the growth of
others.
o Ensure that the meeting summary notes are consistently submitted in a timely manner.
o Actively work with committee/council members to ensure that the work of the group has
a positive impact in regions, districts, and school sites statewide.

•

Provide guidance and direction regarding ACSA policies and procedures as they may apply
to committee/council activities.

•

Provide expertise to the committee/council in their field of focus.
•

Provide the needed expertise by actively and consistently seeking the needed resources
within ACSA.

•

Provide a meaningful connection and context with the committee/council’s charge, the
conduct and work of the group, and the core values, mission and vision of ACSA.

•

Ensure that the chair/president is familiar with general and specific ACSA priorities,
positions, and actions which may pertain to the committee’s/council’s work and that ACSA’s
priorities and positions are clearly communicated to the committee/council.

•

Provide support and guidance to the chair/president in management of the
committee’s/council’s expenses according to ACSA policy.

•

Actively participate in training and support offered by ACSA to develop the leadership
capacity of Committee/Council Executives including communicating needs for training and
support to ACSA staff.
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RESPONSIBILITIES OF THE STATE COMMITTEE
CHAIR/COUNCIL PRESIDENT
•

Plan and conduct meetings of the state committee/council.

•

Guide the committee/council in developing and fulfilling its charge.

•

Represent the committee/council as an official member of the ACSA state leadership assembly.

•

Be responsible for getting issues/concerns of the committee/council on the ACSA Board of
Director’s agenda.

•

Send an alternate to the leadership assembly, if you are a voting chair/president and cannot attend
the assembly. Alternates for committee chairs/council presidents must be members of the
respective state committee/council.

•

Inform the committee/council of the process to place positions/actions/resolutions before the
board.

•

Review leadership assembly agendas and obtain input/reactions from committee/council
members prior to voting at the leadership assembly.

•

Represent the committee/council at state meetings of committee chairs/council presidents.
(Generally, meetings are held in conjunction with the ACSA state leadership assembly.)

•

Respond, in writing, to items referred to the committee/council for study or action by the Board
of Directors.

•

Encourage work of state/region/charter committees/councils through state committee/council
members.

•

Develop a process for committee/council members to fulfill their responsibility to periodically
report to their respective regions.

•

Notify the region president if a committee/council member misses over three meetings — this
member should be replaced.

•

Inform the committee/council about process for special funding via Activity Design Process.

•

Operate the committee/council within the approved budget.

•

Make required reports and fulfill other tasks essential to the "running" of the committee/council.

•

Complete reports as requested.

•

Insure committee/council attendance sheets and meeting summary forms are filed promptly with
State ACSA's assistant to committees/councils.

•

Be familiar with ACSA's Policies & Procedures.
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STATE COMMITTEE CHAIR/COUNCIL PRESIDENT PLANNING GUIDE
1.

How are your committee/council issues aligned to ACSA’s mission and vision and goals
of communication, learning and teaching, diversity, adequate funding and leadership
matters/leadership coaching?

2.

Has the committee/council developed Activity Designs Requests to achieve stated purpose
if funding is required beyond the committee's/council’s regular budget capability?

3.

Is the timeline on your Activity Design Requests consistent to meet deadlines for:
A. Obtaining input, as appropriate, from:
a.
b.
c.
d.

Other committees? Other councils?
Regions?
Charters?
Other agencies or organizations?

B. Obtaining approval from Board of Directors?
C. If legislative action is necessary, has the plan been developed to provide adequate
time and coordination for the drafting of legislation?
4.

Has the committee/council designed a plan to communicate the results of its work,
positions, activities, etc., to interested members, other committees/councils, agencies, and
organizations?

5

Does the chair/president know the procedure for placing items on the board agenda? (See
Policies and Procedures. Also see ACSA governance calendar and agenda schedule in this
manual.)

6.

Has the committee/council developed a plan to communicate and coordinate activities with
national organizations, if appropriate?

7.

Has the committee/council developed some ideas or materials which could be utilized by
regions or charters for workshops, job-alike meetings, etc.?

8.

Has the committee/council developed a plan to strengthen region committees?

9.

Has the committee/council developed a master calendar for its meetings with tentative
dates for achieving its goals and objectives?

10.

Has the committee/council developed a system of monitoring the meetings of other
appropriate organizations and/or agencies?
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STATE COMMITTEE CHAIR/ COUNCIL PRESIDENT PLANNING GUIDE
11.

Has the chair/president calendared deadlines for:
Sending to ACSA's assistant to committees and councils after a committee/council
meeting:
a.
b.
d.

12.

Attendance roster?
Minutes?
Expense forms?

Has the chair/president monitored:
A.
B.
C.

The attendance of members at meetings?
Financial status of committee?
Progress on Activity Design Requests?

13.

Has the committee/council developed a plan to provide input to the state Leadership
Summit Committee?

14.

Has the committee/council planned an end-of-year report?

15.

Has the chair/president developed a plan to communicate the appropriate portions of any
training sessions attended to committee/council members?
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STATE COMMITTEE/COUNCIL CHECKLIST
QUESTIONS

Yes

1.

Has committee/council established its calendar?

2.

Have all new committee/council members been
confirmed?

3.

Have all new committee/council members been
welcomed?

4.

Does the committee chair/council president have the
forms to conduct committee/council business?

5.

Has the committee/council filed an Activity Project
Design for special funding, if needed?

6.

Are committee/council members instructed regarding
region committee/council activity?

7.

Are reporting procedures developed for State
Leadership Assembly, State Board of Directors,
regions/charters, membership at large, EDCAL?

8.

Does your committee/council have a plan to work
with other ACSA committees/councils?

9.

Does your committee/council have an e-mail tree?

10. Does your committee/council have a plan for
emergency communication?
11. Has effective communication been established with
your committee council executive? Board liaison?
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RESPONSIBILITIES OF STATE COMMITTEE/COUNCIL MEMBERS

Committee/Council members are presumed to be active and knowledgeable practitioners in
their fields. They are expected to:
•

Meet obligation of membership on the committee/council by attending committee/council
meetings and cooperating with other committee/council members in fulfilling
committee/council charges/tasks.

•

Chair the region counterpart committee/council where this is consistent with region
organization.

•

Periodically report to the region board or leadership assembly, and when appropriate, to
members via workshops or region newsletters.
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STATE COMMITTEE/COUNCIL REPORTING PROCEDURES FOR BOARD
AND LEADERSHIP ASSEMBLY
Committee/Council Proposals
Committee/Council proposals for new ACSA programs, new resolutions, or new or amended
policies will be submitted to the Board of Directors with the committee's/council’s
recommendation. The board will take action on the proposal. Submit Board proposals to Suzanne
Caffrey, Executive Associate, Sacramento office.
Committee/Council Reports to the Board
If a committee/council has an item of major impact that needs the attention of the Board of
Directors, please contact the state president or executive director, or your committee/council
board liaison for time on the agenda.
Committee chairs and council presidents are invited to address the board on the accomplishments
of their committee/council at the end of their term.
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ARTICLE I
Name, Principal Office, Purposes and Restrictions
1.01

Name.
The name of the association is Association of California School
Administrators, a California nonprofit mutual benefit corporation (ACSA).

1.02

Principal Office. The Board of Directors (board) shall determine the location of the
principal office of the association.

1.03

Purposes. The purposes of ACSA are to promote the advancement of education by:

1.04

(a)

Improving the educational process by helping members become more effective
in their various roles as educational leaders.

(b)

Creating the resources that will enable California school administrators to
develop and apply creative leadership and management.

(c)

Providing programs specifically designed to relate the association's activities to
students, their needs and problems at all levels, pre-school through adult
education.

(d)

Advancing education by sponsoring research and investigation.

(e)

Meeting the needs of members by providing a single organization to represent
those needs to the other publics with whom school administrators interact.

(f)

Disseminating information about the school administrator's profession through a
communications system of publications, conferences and various field services,
local, state and federal public relations.

(g)

Cooperating and working with teachers, students and the public so that the
needs of learners and the community may be best served.

Restrictions. All policies and activities of the association shall be consistent with:
(a)

Applicable federal, state and local antitrust and trade regulation laws;

(b)

Applicable tax-exemption requirements including the requirements that the
association not be organized for profit and that no part of its net earnings inure
to the benefit of any private individual; and
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(c)

All other legal requirements including the California Nonprofit Corporation
Law under which law this association is incorporated and to which its
operations are subject.
ARTICLE II
Organization

2.01

Regions.
2.011

Definition. ACSA shall be divided into regions within the State of
California, the geographical boundaries and numerical designations of
which shall be recorded in the procedures. New regions may be created
and changes in region boundaries may be recommended by the board and
approved by the leadership assembly.

2.012

Bylaws. The region bylaws shall be consistent with the State ACSA
bylaws, reviewed every two years, and submitted to State ACSA by May
of even numbered years.
(Revised, Leadership Assembly 05/17)

2.013

Governance. Each region shall have a governing board composed of
Region President, Region President-Elect, Region Vice President for
Legislative Action, State Board Director, and other members as may be
provided in the region's bylaws. Each region must have a treasurer (nonprofit corporation law).
(Revised, Leadership Assembly 05/17)

2.014

Region Presidents shall serve a minimum of a one-year or a maximum
of a two-year term. Region President-Elect shall serve a minimum of a
one-year or a maximum of a two-year term. The term of this position
should tie directly to the term of the Region President. Region VPLA
shall serve a minimum of two years and a maximum of four years.
Region President, region President-Elect, and region VPLA may serve
two non-consecutive terms. Each region shall develop bylaws that indicate
how vacancies in the region President, region President-Elect, region
VPLA, and State Board Director positions will be filled and aligned with
the terms.
(New, Leadership Assembly 05/17)

2.015

Each region is expected to submit to the Leadership Development
Committee a programmatic plan and budget by October 1st as well as a
report of progress on the objectives of that plan each year by August 31st.
(new, Leadership Assm. Oct. 2016)
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2.016

Functions. The functions of each region shall be to promote within the
region the purposes of ACSA as stated in these bylaws, with programs and
activities similar to and consistent with those of ACSA. Additional
responsibilities may be adopted by the board and recorded in the policies
and procedures.
Regions are specifically expected to develop and oversee Charters and
Charter leadership with the region. They are to support and encourage
networking, professional development and information dissemination
within the region. They should also focus on identification and cultivation
of future leaders, working with the Leadership Development Committee;
provide professional recognition, support member recruitment and
participation of Region officers in the ACSA Leadership Assembly.
(revised, Leadership Assm 05/17)

2.02

Election of State Director. Each region shall have the responsibility for conducting
an appropriate election by the spring leadership assembly for one member of the
Board of Directors at times and in a manner consistent with these bylaws and the
policies and procedures of ACSA.

2.03

Charter Groups. Charter groups are smaller units of ACSA within each region.
Charters shall be issued by the board in accordance with standards in the policies and
procedures of ACSA. Each charter is expected to submit to the leadership of their
region programmatic plan and budget by October 1st, as well as a report of progress
on objectives of that plan each year by August 31st. (updated Leadership Assm. 10/16)
Charters generally consist of single school districts, union high school districts which
include feeder elementary districts, and some County Offices of Education. For some
rural counties, a charter may consist of multiple school districts. Colleges and
Universities and/or regions are eligible to establish student/associate charters.
(New, Leadership Assem. 10/16)

ARTICLE III
Members
3.01

Membership Qualifications. Membership in ACSA is extended to persons who
have professional involvement in leadership responsibility in education including
persons in training, supporting and consulting services as provided in this article.

3.02

Membership Privileges. Regular members shall have voting privileges and be
eligible to serve as officers, directors, committee members, or council members at
state, region and charter levels; other privileges of regular membership shall be set
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forth in the policies and procedures. The privileges of membership of all other classes
of members other than regular members shall be set forth in the policies and
procedures.
3.03

Regular Membership. Regular membership shall be extended to persons employed
in California as follows:
(a)

Those employees in a school district or other educational agency designated or
functioning as management employees, members of the management team,
administrators with regular part-time teaching responsibilities, confidential
employees or certificated supervisory employees.
No person shall be eligible for regular membership who is represented by an
exclusive bargaining representative, except for certificated supervisory and
classified supervisory employees whose positions have previously been
designated by the public school employer as management or who are
functioning as management.

(b)

Professors of Education.
Those full-time professors of educational
administration who elect regular membership pursuant to bylaw 3.09.

(c)

Regular members on leave/sabbatical who are committed to return to active
employment as set forth in (a) and (b) above.

3.04

Retired Membership. Retired membership shall be extended to: ACSA members
not currently employed in the field of education, but receiving compensation from the
state retirement system and ACSA members who have been diagnosed by a physician
as being totally and indefinitely disabled from working in the field of educational
administration. Active region consultants shall receive complimentary retired
membership under the “Full Regular Retired” subcategory of retired membership.

3.05

Honorary Life Membership. The board may award Honorary Life membership to
persons making an outstanding contribution to education.

3.06

Associate Membership. Those not qualified for other membership categories, but
who have an interest in educational leadership, can become Associate members.
Associate membership shall only be extended to individuals not eligible for Regular,
Consolidated, Student or Retired membership. Associate membership may be
especially appropriate for:
(a)

Regular members reassigned to the classroom or other duties outside
administration/supervision.

(b)

Individuals meeting credential requirements for membership but who are not
currently employed in a position qualifying them for regular membership.
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(c)

Educational consultants.

(d)

Individuals employed under an early retirement program who would otherwise
qualify under Section 3.02. (Regular Membership)

(e)

ACSA staff upon appointment (complimentary).

(f)

Former ACSA members not qualifying under other membership categories.

(g)

Others working in schools, districts, or other educational agencies and
organizations who are not currently seeking a credential or holding a
management position.

(h)

Other individuals as approved by the board.
(Revised: Feb. 2012 DA)

3.07

Student Membership. Student Membership is extended to individuals who are
graduate students verified to be enrolled in programs of education administration
leading to an administrative credential in an accredited institution of higher learning
or to individuals (who do not hold an administrative credential nor are working as an
administrator) who are enrolled in an accredited higher education institution related to
educational leadership leading to a Masters or Doctoral Degree or other certification.

3.08

Corporate Affiliate Program. Corporate affiliation is limited to those organizations
and businesses which provide education services or programs (and whose employees
are not otherwise eligible for regular membership).

3.09

Professors of Educational Administration Membership. Notwithstanding any
other provision of these bylaws to the contrary, full time professors of educational
administration shall be entitled to elect membership status as either regular members
or associate members.

3.10

Department of Education. Not withstanding any other provision of these bylaws to
the contrary, employees of the California Department of Education (CDE) shall be
entitled to elect membership status as either regular members or associate members.

3.11

Commission on Teacher Credentialing. Not withstanding any other provision of
these bylaws to the contrary, employees of the Commission on Teacher Credentialing
shall be entitled to elect membership status as either regular members or associate
members.

3.12

Consolidated Membership. Consolidated Membership is extended to those persons
who meet regular ACSA membership requirements under Section 3.02 and are active
members of a local administrator association that meets the requirements established
by the board.

—5—
99

BYLAWS
ASSOCIATION OF CALIFORNIA SCHOOL ADMINISTRATORS

3.13

Discipline. A member may be disciplined (which discipline may include private or
public reprimand, suspension or expulsion) based on the good faith determination by
the board, or a committee or person authorized by the board to make such a
determination, that the member has failed in a material and serious degree to observe
the association's rules of conduct, or is engaged in conduct materially and seriously
prejudicial to the purposes and interests of the association, provided that the board
adopts appropriate procedures that meet or exceed the standards set forth in California
Corporations Code Section 7341.
ARTICLE IV
Leadership Assembly

4.01

Purpose. The leadership assembly shall have the authority of the members to do the
following: Elect officers, approve bylaw changes, approve the association's goals and
objectives, receive and review information from task forces, ratify the ACSA
legislative platform, make recommendations to state board members relating to issues
brought before the leadership assembly, advise state board members concerning
major policy issues, statewide ballot measures and on statewide candidate
endorsements, and serve as liaison to regions.
Enhanced Definition of Responsibilities. The Leadership Assembly, in addition to
electing officers, also votes on those to serve on the Leadership Development
Committee. Other expanded responsibilities of the Leadership Assembly include
identifying critical issues, needs and challenges at the region/local levels; set ACSA’s
legislative policy and priorities; play a proactive environmental scanning role, helping
to identify emerging issues and needs; and as needed, conduct forums to collect input
on specific issues. The Leadership Assembly should regularly discuss and understand
the ACSA Strategic Plan, goals and priorities, and discuss aligned region priorities
and be accountable for reporting back to regions.
(New: DA February 2016)

4.02

Composition and Terms.
following:

The leadership assembly shall be composed of the

1)

president, president-elect, and vice president for legislative action from each
region or a designee.

2)

Additional members from each region will be based on the following formula:
the base number shall be 250 regular/consolidated members and shall equal
three delegates (region president, president-elect, and vice president for
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legislative action). An additional delegate will be added (to the base number of
three) for each additional 200 regular/consolidated members in the region.
Selection of additional delegates will be determined by the region.
The number of delegates shall be computed as of April 30 each year. The
determination shall be effective July 1 until the following June 30.

4.03

4.04

3)

members of the ACSA board

4)

state committee chairs

5)

state council presidents

6)

No member may serve simultaneously in more than one of the following region
positions: President, President-Elect, Vice President for Legislative Action
(VPLA) and State Board Director. (New, ,Leadership Assembly 05/17)

Meetings.
4.031

Regular Meetings. The leadership assembly shall hold not less than two
meetings per year to be presided over by the ACSA president. The last
regular meeting shall be designated as the annual meeting.

4.032

Special Meetings. Special meetings may be called by the board, by the
president, or by a majority of the region presidents.

4.033

Quorum. A quorum shall consist of a representative two-thirds of the
regions and a majority of the total membership of the leadership assembly.
A majority of the quorum shall be authorized to take action, unless
otherwise specified in these bylaws.

Nominations.
4.041

President/President Elect
The vice president shall automatically become the president-elect and the
president-elect shall automatically become the president the following
term.
(Revised, Delegate Assembly, 10/15)

4.042

Nominating Committee.
Nominations for vice-president and vice
president for legislative action shall be made by the Nominating
Committee. The Nominating Committee shall be composed of (1) two
members to be appointed for a term of one year by the president from the
leadership assembly at the annual meeting, (2) alternate regional members
appointed by the president as follows: regional members shall consist of
—7—
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regional representatives of odd numbered regions in odd numbered years,
and even numbered regions in even numbered years, and (3) the
immediate past president, who shall serve as chairperson. (Rev. DA 10/15)
4.043

4.044

Report of the Nominating Committee. The Nominating Committee shall
publish its report in the preliminary agenda of the first leadership
assembly meeting of the fiscal year. The Nominating Committee shall not
nominate any of its members for any office.
Additional Nominations. Additional nominations may be made from
the floor only at the first leadership assembly of the fiscal year
provided prior consent has been obtained from the nominee and
provided further that seven voting delegates, each from a different
region, concur. A written list of the seven concurring delegates shall
be presented to the ACSA President prior to the nomination from the
floor. Assuming continuing eligibility to serve, no nominations for
President or President-Elect will be accepted from the floor.
(Revised May 2016 DA)

4.05

Elections. Elections shall be held at the annual meeting of the leadership assembly.

4.06

Voting. Each region delegate, member of the board, director-at-large, state officer,
committee chair, and council president shall be entitled to one vote. Voting by mail
ballot is permissible for the purpose of special mail votes by the entire assembly.
ARTICLE V
Board of Directors

5.01

Responsibilities. The Board of Directors is the governing body of the association
whose authority includes the following functions: employ and evaluate the executive
director, establish a clear strategic direction for the association, and monitor the
strategic plan; establish and monitor policies; govern the operation of the association;
develop, approve and monitor the budget; approve committee appointments; ratify
council appointments/elections; give final approval to political candidate
endorsements; approve recommendations from issue-based task forces; evaluate,
review and approve reports and recommendations from the Leadership Development
Committee; approve position papers, recommend bylaw changes to the leadership
assembly, and approve annual dues.
(Revised January 2017, LA)

5.02

Composition and Qualifications. The board shall consist of five officers and 19
directors of the association. Annually, up to four directors-at-large may be appointed
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by the president, with the approval of the board, to achieve a more balanced
representation in the best interests of the association.
Qualifications of board members should include the following considerations: jobalike disciplines, ethnicity, age, gender, size of districts, urban/rural geographic areas
of the state, demonstrated leadership abilities, and governance experience.
(New: DA May 2016)

5.03

State Officers
Each region shall elect a State board director for a three-year term, who shall be a
member of their region board during their term.
A State Board
Director elected by a Region may serve two (2) non-consecutive terms. A State
Board member who fills an open region State Board position and does not serve a
complete three-year term, may serve consecutive terms and may not exceed a
total of 6 years on the Board.
At-large directors shall serve for a one-year term, can be re-appointed twice for oneyear terms, and may subsequently serve a full three-year term as an elected State
board director from their region, not to exceed a total of 6 years on the Board.
(Revised, Leadership Assembly February 2018)

5.04

5.05

Meetings and Quorum. The board shall hold not less than six meetings per year.
Other meetings of the board, including meetings by conference call, shall be held
upon the call of the president or by a majority of the board. A majority of the board
shall constitute a quorum and a majority of the quorum shall have power to act.
Vacancies. In the event the state board director becomes employed outside the region
and/or a vacancy occurs, the region which elected the director shall fill the vacant
position.
(Revised, Leadership Assembly 05/17)

ARTICLE VI
Officers
6.01

Officers. The officers of the association are a president, president-elect, vice
president, vice president/legislative action and past president.

6.02

Election and Term of Office. Officers shall be elected for a one year term by the
leadership assembly at the times and manner set forth in these bylaws. All officers
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shall serve one year terms, provided the vice president/legislative action shall serve a
two year term.
6.03

Duties. The officers shall perform those duties that are usual to their position and
that are assigned to them by the board, including those duties that are set forth in
the policies and procedures from time to time. In addition, the president acts as
chairman of the board, the president-elect acts in place of the president when the
president is not available. The vice-president is the secretary-treasurer (chief
financial officer) of the association. . An Executive Committee of the board of
directors, consisting of the president, president-elect, vice president, vice
president for legislative action, past president and two directors selected annually
by the full board of directors, will develop performance criteria and an instrument
for evaluation of board performance.
(revised Leadership Assm January 2017)

6.04

Vacancies
6.041

Office of President. In case a vacancy occurs in the office of president, at
the discretion of the leadership assembly, the president-elect may succeed
to the office of president and serve the remainder of the term. The past
president may be asked to serve the remainder of the unexpired term, or a
special election may be conducted.
(revised: DA May 2016)

6.042

Office of President-Elect. In case a vacancy occurs in the office of
president-elect, at the discretion of the leadership assembly, the vice
president may succeed to the office of president-elect and serve the
remainder of the term. The current president may be asked to serve a
second year, or a special election may be conducted.(revised: DA, May 2016)

6.043

Offices of Vice President and Vice President for Legislative Action. In the
event a vacancy occurs in the office of vice president or vice president for
legislative action, the vacancy may be filled temporarily by the president
with the approval of the board until the next regular or special meeting of
the leadership assembly, at which time the vacancy will be filled through
the normal election process.
(Revised DA February 2016)

ARTICLE VII
Committees/Councils
7.01

Formation and Purpose of Committees.
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7.011

7.012

Formation. There shall be such standing and taskforce/special committees
as the board may authorize. A list of standing committees shall be
included in the policies and procedures.
(LA January 2017)
Purpose. The purpose and suggested activities of any
taskforce/committee shall be determined by the board and the board
shall review annually the achievements of all committees. Committees
are expected to provide annual plans and budgets to the Leadership
Development Committee by October 1st, as well as a report of
progress on objectives of that plan each year by August 31st. Such
plans are to be approved by the Board of Directors.
(revised LA January 2017)

7.02

Membership.
7.021

Composition. The composition and number of members on a committee
shall be determined by the board.

7.022

Appointment. Committee members shall be appointed and the chairperson
designated by the president with the approval of the board unless
otherwise provided for in these bylaws.

7.023

Terms, Standing Committees. Members of standing committees shall
serve three-year terms unless otherwise designated by the board.

7.024

Terms, Special Committees/Task Forces.
Members of special
committees/task forces shall serve terms to be designated at the time of
their appointments.
(revised LA January 2017)

7.03

Responsibility to Regions. Committees shall have the responsibility to develop a
close working relationship with their regional counterparts.

7.04

Formation and Purpose of Councils.
7.041

Formation. There shall be such councils as the board may authorize. A list
of councils shall be included in the policies and procedures.

7.042

Purpose. The purpose of councils is to be ongoing and viable in terms of
representing the job-alike group it serves. Councils shall be responsible for
association activities and policy relating to its job-alike function. Such
activities and policy would be required to be consistent with ACSA policy,
and subject to ACSA’s “Conflict Resolution Process.” Councils would be
responsible for the gathering of input and expertise, and for dissemination
of council information as needed.
— 11 —
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Councils are expected to provide annual plans and budgets to the
Leadership Development Committee by October 1st, as well as a
report of progress on objectives of that plan each year by August 31st.
Such plans are to be approved by the Board of Directors.
(revised LA January 2017)

7.05

7.06

Membership.
7.051

Composition/Appointment.
Councils shall consist of region
representatives elected by their job-alike peers or appointed by their region
president.

7.052

Rules. Councils will create their own bylaws, mission statements,
operating rules, procedures, subcommittees, meeting practices and related
rules. Such bylaws, rules and policies will be consistent with ACSA
bylaws, rules and policies, and will be subject to ratification by the ACSA
Board of Directors.

7.053

Terms. Terms for councils shall be determined by the councils’ rules.

Responsibility to Regions. Councils shall have the responsibility to develop a close
working relationship with their regional counterparts.
ARTICLE VIII
Fiscal

8.01

8.02

Budget
8.011

Responsibility. The board shall be responsible for the preparation,
adoption and maintenance of an annual operating budget employing
proper accounting procedures. The board shall cause a financial report to
be made at each regular meeting of the leadership assembly.

8.012

General Reserve. The annual budget of the association shall include a
general reserve.

Income Sources.
8.021

Annual Dues. The board shall develop the annual dues structure and the
method for collecting all classes of dues.
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8.022

Other Sources. Other sources of funds may be solicited and/or accepted
by the board.

8.03

Expenditures. Expenditures of funds within the annual budget shall be the
prerogative of the board.

8.04

Fiscal Year. The fiscal year for the association shall be July 1 through June 30 of the
following year.
ARTICLE IX
Affiliation

9.01

Requirements. ACSA may accept affiliations with other state or national professional
organizations which share mutual interests and/or concerns in accordance with
procedures established by the board. The procedures shall be included in the policies
and procedures.
ARTICLE X
Policies and Procedures and Rules of Order

10.01

Policies and Procedures. All rules and policies adopted by the board in accordance
with these bylaws, but not specifically covered therein, shall be recorded in the
policies and procedures of ACSA.

10.02

Parliamentary Procedures. Sturgis Standard Code of Parliamentary Procedure shall
control parliamentary procedures.
ARTICLE XI
Indemnification and Insurance

11.01

Indemnification. To the fullest extent permitted by the law, the association shall
indemnify and hold harmless any and all agents against all claims to which they may
be subjected by reason of any alleged or actual action or inaction in the performance
of their duties performed in good faith on behalf of the association. "Agent" for this
purpose shall include directors, officers, and employees.
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11.02

Insurance. The association shall have the right to purchase and maintain insurance to
the full extent permitted by the law on behalf of its agents against any liability
asserted against or incurred by the agent in such capacity arising out of the agent's
status as such.

ARTICLE XII
Amendment
12.01

Amendment of Bylaws. These bylaws may be amended by the leadership assembly
at any meeting at which a quorum is present by a majority vote.
ARTICLE XIII
Interpretation

13.01

Interpretation. These bylaws are subject to the California Nonprofit Corporation Law
and must be interpreted so as to conform with that law, as it is interpreted, and
amended from time to time.

May 2017 -SC Revised
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ADDITIONAL RESPONSIBILITIES OF REGION REPRESENTATIVES
TO COMMITTEES AND COUNCILS

•

Conduct region committee/council meetings and/or multi-region or co-region activities and
workshops.

•

Meet objectives specified in the region committee/council charge (mission and vision
statement).

•

Work with region program chair in planning and conducting "job-alike" activities, training
programs, and meetings designed to meet individual member needs.

•

Facilitate the work of charter program chairs and committees/councils.

•

Facilitate communication among charter, region, and state committees/councils.

•

Report to members within the region.
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REGION COMMITTEE/COUNCIL REPRESENTATIVE PLANNING GUIDE
COMMITTEES/COUNCILS

YES

NO

_____

_____

YES

NO

YES

NO

1. Do region committees/councils meet regularly?
2. Does each charter have a representative on each
region committee/council?
3. Do committees/councils plan region job-alike programs?
4. Does each region committee/council representative have a planned
program of reporting at least four times per year to:
a. The region executive board?
b. Other committees/councils?
c. Charters?
d. All members?
GENERAL
1. Does the region committee/council have a communication plan
(e-mail tree) for both routine and emergency or short lead-time
situations?
2. Does the region committee/council have a plan to obtain
reaction and/or input for the counterpart state
committee/council?
3. Has "dead wood" (members who do not attend meetings)
been replaced?
4. Does the region assume its responsibility in working
on both state and local priorities?
CALENDAR
1. Does the committee/council have a master calendar for all
events including professional learning programs
and activities?
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REGION COMMITTEE/COUNCIL REPRESENTATIVE PLANNING GUIDE
CALENDAR (Cont’d)

YES

NO

YES

NO

2. Does the master calendar provide for more than two
meetings?
3. Has the region master calendar been coordinated to
avoid conflicts whenever possible with the:
a. State Leadership Assembly?
b. State Board of Directors?
c. State Committee/Council Meetings?
d. Region Meetings?
PROGRAM
1. Do region programs and/or professional learning
activities provide for:
a.
b.
c.
d.

Job-alikes on some occasions?
Committees/councils sponsoring some programs?
Some workshops in addition to region meetings?
Some workshops co-sponsored with:
1. Other Regions?
2. Other Committees/Councils?
3. School Districts?
4. County Superintendents' Office?

2. Has the region committee/council representative liaisoned with the
professional learning or program chair to discuss
the committee/council needs?
3. Has the region chair met with charter presidents
and/or program chair to develop:
a. Coordinated calendar of activities?
b. Some cooperative (if possible) activities?
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PROGRAM (cont/)

YES

4. Does the committee/council plan to support region programs
and/or professional learning activities utilizing:
a. Partial registration fees?
b. Partial registration fees?
c. Full registration fees?
d. Some district funds?
e. County office funds?
f. Some region funds?
g. Combination of above?
h. Other funds?
5. Has the region committee/council representative met with
the region consultant to coordinate calendars so the
consultant can provide maximum service with limited time
available?
6. Has the region allocated funds or some method to
obtain funds for committees/councils to provide programs?
7. Are ACSA members charged less to attend region
and/or committee/council programs than non-members?
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WAYS TO STRENGTHEN REGION COMMITTEES/COUNCILS
One of the goals of state committees/councils should be to strengthen region committees/
councils. Listed below are a variety of ideas which may assist you. These are not listed in
priority order.
1.

State committee/council member normally to serve as region committee/council
representative.

2.

Region committees/councils to have representation from each charter.

3.

Region committee/council representative to serve on region board of directors or to report at
least every other meeting of the region board of directors.

4.

Region committees/councils working in cooperation with region program chair to plan
special region or co-region meetings, programs, or workshops.

5.

Region committee/council representative working in cooperation with region program chair
to plan "job-alike" topics for at least a part of region meetings. These meetings might have a
speaker or discussion group to share new materials, ideas, problems.

6.

Use region committees/councils for input on critical issues, i.e. state department goals,
tasks under consideration by state committees/councils, Board of Directors, undeveloped
needs or problems, etc.

7.

Consideration of a special publication or other bulletin (for region and/or program chair) on
alternative ways committees/councils function in regions.

8.

Some form of written report in every issue of region and/or charter newsletter whenever
possible.

9.

Develop effective two-way communication between state committee/council and region
committee/council.

10.

The ACSA staff has identified and developed workshops that could be made available for
region use. The ACSA staff is also an excellent source of information on various topics of
interest.

11.

State committees/councils could identify professional learning topics for state or regions or
charters to conduct for members.

12.

Region committee/council representative to distribute a condensation of state and region
activities via region newsletter or special bulletins to all job-alike types of personnel.

13.

Members of state committees/councils to contact members of region committees/councils
prior to state meetings to obtain ideas for state agenda.
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14.

Region committees/councils coordinate activities with county superintendents' offices to
develop cooperative workshops, projects, programs, etc.

15.

State committees/councils to coordinate with state department personnel in order to keep
regions informed.

16.

Members of state committees/council to contact region and charter presidents prior to state
committee/councils meetings to determine possible agenda items.

17.

Region committees/councils identify and/or develop exemplary programs within regions.
Region and/or state to disseminate information.

18.

State committees/councils to provide topics, panels, demonstrations, mini-workshops at
Leadership Summit.

19.

Have a member of state committee/council responsible to provide input to the Leadership
Summit Planning Committee.

20.

State committees/councils to establish additional task force groups, i.e., early childhood,
textbooks, media, to prepare papers and/or workshops.

21.

State committees/councils to establish better coordination with other ACSA committees/
councils and/or assist in development of instruction related joint projects, i.e., secondary,
middle and elementary education, evaluation, etc.

22.

State committees/councils can work to better improve relationships with national
organizations with similar interests.

23.

Work cooperatively with other organizations to co-sponsor professional learning
workshops and conferences.

24.

Region curriculum and instruction committee/council identify district or county programs,
publications, workshops or other media which facilitate implementation of ACSA priorities.
These are to be communicated to state committees/councils and/or staff for screening and
dissemination of availability for region, co-region or charter programs.

114

V. Charters

115

Association of California School Administrators

CHARTER DEFINITIONS

Purpose:

Charter associations are set up for the purpose of implementing the state
program at the local level, for involvement of members, for utilization of
leadership potential, and effective communications between all levels of
governance.

Definition:

A sub-unit within a region of ACSA.

Uniformity:

The nineteen regions of ACSA differ considerably in geographic and
demographic characteristics. Please refer to ACSA Policies and Procedures,
Section 4 - Charters.
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ACSA CHARTER PRESIDENTS’ CHECKLIST
Yes
1.

Does the charter adopt annual priorities?

2.

If appropriate, has the charter submitted a budget or
annual financial report to the region?

3.

Is the election of officers held before April 1 each year?

4.

Do charter presidents have regular meetings?

5.

Does the charter president attend region board/delegate
assembly meetings?

6.

Does the charter meet to react to region and state
board/delegate assembly agendas?

7.

Are all charter committee/council appointments
completed?

8.

Is there a charter officer designated to supervise
committee/council activities?

9.

Does the charter evaluate the effectiveness of
committees/councils?

10. Have political action policies been presented to charter
membership?
11. Does charter programming provide for:
A. Job-alike meetings?
B.

Committee/council-sponsored meetings?

C.

State co-sponsored meetings?

12. Does the charter have a master calendar?
13. Does the charter have a membership chair?
14. Is membership and SASS information available at charter
meetings?
15. Does the charter encourage membership in state ACSA?
16. Does the charter have a promotional campaign for new
members?
17. Does the charter have an orientation program for new
members?
18. Does the charter have an “awards program” to recognize
outstanding educators, citizens, students?
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CHARTER ANNUAL REPORT
SAMPLE - Provided as an example. For Charter use as appropriate.
Name of Charter:
Individual Making Report:
General Information
Total membership of Charter (number of members):
Percent of membership belonging to State ACSA:
Number of Charter Professional Development meetings:
Activities/Accomplishments Of Charter Relative To Goals Of Charter
Examples:
1. Image enhancement of public educational school administration
2. Political awareness/development
3. Charter membership (state/local)
4. Due process
5. Management leadership/administrative skill development

Other Comments
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Association of California School Administrators
Attn: Suzanne Caffrey

1029 J Street, Suite 500

Sacramento, CA 95814

Application for New Charter
Date

Region

1.

Full name of proposed Charter

2.

Number of school administrators in proposed Charter

3.

Are the policies and practices of your proposed Charter in harmony with those stated in the ACSA
Bylaws?
q
q
(YES)

(NO)

4.

Attach a copy of your proposed Bylaws.

5.

Attach a list, including name, position and school address, of each of your Charter members.

6.

Attach a list of the names, addresses, and phone numbers, of officers of your Charter.

Action by ACSA Region
Approved

Date
Disapproved

Region President Signature

4/15-sc
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VI. Awards
& Forms
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2019
awardsprogram
Role of region leaders
As a region leader or staff member, you will be expected to:
•

Determine your region's vote for the upcoming all-region awards deadline and build your region
calendar to accommodate the awards program schedule. Vote by May 25 at: https://tinyurl.com/
acsavote19.

•

Accurately communicate information about the program to region and charter leaders and
members.

•

Encourage all leaders and members to participate and to share information about the program
with their colleagues.

•

Help to determine leadership roles for your regional awards program, including the 2+ region
managers for the online platform. Potentially also serve as a region awards manager to have
access to your region's online nominations. (Regions can assign as few or as many region
managers as they require.)

•

Act as liaison with state ACSA on the awards program, receiving updates on the program and
sharing those updates with your region members and leaders.

•

Provide assistance and resources for members within your regions, answering questions and/or
directing to the state website and coordinator.

•

Ensure that your region's state finalists are selected in the online platform by the state deadline.
This includes checking that each nominee meets the eligibility requirements for the award.

•

Provide your region's ESS student honoree information by the due date or soon after.

•

Act as liaison to your region's ESS student honoree. Communicate with the student/their support
team when and how they will be honored, and provide support to the student in arranging travel
to/from the event. You'll receive complete information about the ESS Luncheon from state ACSA
as the event approaches.

•

Help us celebrate California's outstanding administrators and inspiring students!

All nominations must be completed online at
http://acsa.awardsplatform.com.
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2019
acsaawards
Online Platform
ACSA uses an online platform for
nominations for the following awards:
• Administrators of the Year in 21 jobalike categories
• Marcus Foster Award for Administrator
Excellence (statewide award)
• Ferd. Kiesel Memorial Distinguished
Service Award (statewide award)
• Partners in Educational Excellence
Award
• Robert E. Kelly Award
• Valuing Diversity Award
The Every Student Succeeding Award will
continue to have its own nomination form
and process.

Help & Resources

Using the Platform

Award information, tips, resources, FAQ and the link to
access the nomination platform are available online at:
www.acsa.org/awards.

The online platform can be accessed through any web
browser or mobile device.
Nominators will need to register for an account on the
online platform, or use an existing Google, Facebook or
Twitter account to sign in.
If you registered for an account last year, you don't
need to create a new account. If you don't remember
your password, click the "forgot password" link to reset
your password.
There is no limit to the number of nominations you
can create or submit. Nominations can be started and
saved, so you can make edits and additions at your
own time from anywhere you are.
When you're ready to submit, the system will alert you
if any required fields are missing.
The deadline for submitting nominations for all the
above-listed awards, in all regions, will be January 2019
(TBD).

The nomination platform can be accessed directly at
http://acsa.awardsplatform.com after Aug. 1.

Watch a Demo
Watch a demo video of the online platform. Visit
www.acsa.org/awards and click on the “Help &
Resources” tab.

Contact Us
Contact the statewide awards coordinator, Emily
Agpoon, at eagpoon@acsa.org or 916.329.3833.

To access nomination forms and for FAQs, tips and other resources,
please visit www.acsa.org/awards.
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awardsoverview
Program Overview

Timeline

Each year, ACSA recognizes a select group of individuals
for their significant contributions to education through
three prestigious awards named in memory of past ACSA
leaders:

The awards program takes place over a calendar year,
beginning in August:

Ferd. Kiesel Distinguished Service Award

•

August: The nomination period opens.

•

January 2019 (TBD): Nominations are due to each
region through the online platform. Regions select their
recipients and state finalists.

•

February: State finalist selections are due to state
ACSA by February 7, 2019 at 11:59 p.m.

•

March: The Awards Committee meets to select state
recipients and the recipients are approved by the Board.
Additionally, Every Student Succeeding honorees are
submitted to state ACSA.

•

Late March: Recipients for that year are announced.

•

June to November: Recipients are featured in EdCal
stories and online.

•

Early November: Recipients are honored at the
Leadership Summit Awards Ceremony and ESS
Luncheon.

Marcus Foster Memorial Award
Robert E. Kelly Award
In addition, members are honored for outstanding
performance and achievement as Administrators of the
Year in various job-alike categories.
The Valuing Diversity Award is given to the member
whose efforts to promote diversity epitomize ACSA’s
mission statement.
Programs and businesses that collaborate with
administrators in support of education are also recognized
though the Partners in Educational Excellence Award.
Students of all grade levels are recognized through the
Every Student Succeeding Program, designed to honor
students who have succeeded against all odds.
Awards will be presented at ACSA’s Leadership Summit
next year in Sacramento, Nov. 7-9, 2019.

Nomination Forms & the
Online Platform

Deadlines
•

The deadline for submission of all nominations
to ACSA will be January 2019 (TBD) through the
online awards platform.

•

The deadline for regions to submit finalists to the
state will be February 7, 2019 at 11:59 p.m.

All nominations will be completed through the online
Awards platform, accessible through the Awards Program
website or directly at: http://acsa.awardsplatform.com.
Updated demos of the new system will be available this
summer under Help & Resources at http://www.acsa.org/
awards.
Only the Every Student Succeeding Award nomination
will continue to be a fillable PDF form, available on the
Awards Program website.

How to Get Help
With questions or for assistance, contact:
Emily Agpoon, ACSA Awards Program
916.329.3833 • eagpoon@acsa.org

www.acsa.org/awards
Resources available on the Awards Program website
include FAQs, tips, video demos and State award
archives.
In addition, any updates to the program, important dates
and announcements will be posted here.

To access nomination forms and for
FAQs, tips and other resources,
please visit www.acsa.org/awards
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State Special Awards
Special awards recognized at the state level only.

Ferd. J. Kiesel
Memorial Distinguished
Service Award

Marcus Foster
Memorial Award for
Administrator Excellence

Purpose. The Ferd. Kiesel Memorial Distinguished Service Award

Purpose. This award recognizes outstanding leadership and

is the highest honor ACSA can present to an individual. The
award is made in the memory of Ferd. Kiesel, ACSA’s founding
president.
Eligibility. The recipient can be anyone who has made a
significant contribution to public education, including an
administrator, teacher, legislator or community member. Current
ACSA employees and ACSA board members are not eligible to
receive this award.
Criteria for granting the award include: 1) the contribution
has had significant impact on public education over a wide
geographical area; and 2) the contribution has had impact on
significant segments of public education.
Although it may not be as important as the contribution itself,
the time a person has been involved with education also is
considered.
Nomination Process. All nominations must be submitted through
ACSA's online Awards Platform directly to the committee.
The Awards Committee reviews and considers all nominations
and makes recommendations to the Board of Directors which
makes the final selection. The award is presented at ACSA’s
Leadership Summit in November.
Deadline. Deadline for online submission of nominations is
January 2019 (TBD).

significant contributions to education by a school administrator.
It was established to honor the memory of Marcus Foster, former
superintendent of the Oakland Unified School District.
Recipients of this award receive a $5,000 grant for a designated
high school senior or seniors.

Eligibility. The recipient should be an ACSA member who
personifies the ideals of Marcus Foster and be an administrator
who is a skilled manager of change; has a management style
that involves many sectors of the community and includes broad
professional involvement; is willing to take risks to improve
educational opportunities; is creative, willing to try new ideas
and reaches out to children; speaks out in his or her community
on issues that have an impact on children; respects all people,
especially children, as human beings; and protects the rights of
all people to have full citizenship. Current ACSA employees and
ACSA board members are not eligible to receive this award.
Nomination Process. All nominations must be submitted through
ACSA's online Awards Platform directly to the committee.
Nominations can be made by any member of ACSA, charter
groups, committees or regions.
The Awards Committee reviews and considers all nominations
and makes recommendations to the Board of Directors, which
makes the final selection. The award is presented at ACSA’s
Leadership Summit in November.

Deadline. Deadline for online submission of nominations is
January 2019 (TBD).
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Special Awards
Special awards recognized at both region and state levels.

Robert E. Kelly Award

Nomination Process. Nominations for the Valuing Diversity Award

Purpose. This award is made in memory of Robert E. Kelly, former

superintendent of Los Angeles Unified School District. Robert
Kelly was instrumental in establishing the Los Angeles City
Schools Bank of America Achievement Awards program in 1948.
The recipient of this award should be an individual who,
upon retirement, contributes significantly to public education
or educational leadership by volunteer work in his or her
community. Recipients of this award receive a $5,000 grant for
the nonprofit, tax-exempt charity of his or her choice.
Eligibility. The recipient must: 1) be an ACSA retired member;
2) have made significant contributions to the community on
a volunteer basis for at least three years; and 3) directly or
indirectly helped advance the high quality of public education or
educational leadership in California. Current ACSA employees
and ACSA board members are not eligible to receive this award.
Nomination Process. Nominations for the Robert E. Kelly Award
must be submitted through ACSA's online awards platform,
http://acsa.awardsplatform.com.
Each region convenes an awards committee to review all
nominations. The region president forwards the region’s
nominee to the state Awards Committee for consideration.
After reviewing all nominations, the state Awards Committee
recommends a single recipient to the state Board of Directors,
which makes the final selection. Recipients are honored at
ACSA’s Leadership Summit in November.
Deadline. Deadline for online submission of all nominations is
January 2019 (TBD).

Valuing Diversity Award
Purpose. This award is given to an administrator who epitomizes

ACSA’s Mission Statement by his/her efforts in promoting
diversity and support for all of the children, parents and staff at
their school or district.
Eligibility. The recipient must be an active ACSA member who
has exemplified outstanding leadership in developing and
implementing programs that have enhanced the support and
value of student diversity.
The administrator who receives this award should be one
who: 1) fosters positive district office and school climates
that promote the awareness and celebration of diversity;
2) empowers and supports staff to take risks in developing
programs for all students; 3) develops strong community
partnerships to ensure success for all students; 4) models and
values the maintenance of high academic standards for all
students; 5) shares pertinent information regarding diversity
with parent and professional organizations. Current ACSA
employees and ACSA board members are not eligible to receive
this award.
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must be submitted through ACSA's online awards platform,
http://acsa.awardsplatform.com.
Each region convenes an awards committee to review all
nominations. The region president forwards the region’s
nominee to the state Awards Committee for consideration.
After reviewing all nominations, the state Awards Committee
recommends a single recipient to the state Board of Directors,
which makes the final selection. Recipients are honored at
ACSA’s Leadership Summit in November.
Deadline. Deadline for online submission of all nominations is
January 2019 (TBD).

Partners in
Educational Excellence
Purpose. The Partners in Educational Excellence Award is

given annually to exemplary school-community partnership
programs that promote effective educational performance,
enhanced student achievement and strong community
involvement in educational quality.
Eligibility. This award is granted to outstanding community
partnership programs at region and state levels, and
recognize the individual leadership and contributions of school
administrators, educators and community or business leaders
involved in the program. Current ACSA employees and ACSA
board members are not eligible to receive this award.
Nomination Process. Nominations for the Partners in Educational
Excellence awards must be submitted through ACSA's online
awards platform.
Each region convenes an awards committee to review all
nominations. The region president forwards the region’s
nominee to the state Awards Committee for consideration.
After reviewing all nominations, the state Awards Committee
recommends a single recipient to the state Board of Directors,
which makes the final selection. Recipients are honored at
ACSA’s Leadership Summit in November.
Deadline. Deadline for online submission of all nominations is
January 2019 (TBD).

AOY & ESS Awards
Administrator and student awards recognized at both region and state levels.

Administrator
of the Year Awards

Every Student
Succeeding Awards

Purpose. These awards recognize outstanding performance and
achievement by individual administrators, classified managers or
confidential employees in the following categories:

Purpose. The purpose of this award is to honor students at all
grade levels (pre-K to adult education) who have succeeded
against all odds, beyond expectations or simply won the hearts of
the administrators and other educators who helped them achieve
their goals. One student from each region will be honored.
Eligibility. Nominees should be students who have made a special
effort to succeed and have overcome obstacles such as:
Returning to school
Leaving a gang
Improving their attendance
Changing their attitude
Overcoming physical and mental barriers

Superintendent
Secondary Principal
Middle Grades Principal
Elementary Principal
Central Office Administrator
(District/County)
Elementary Co-Administrator
Secondary Co-Administrator
Classified Leader
Confidential Employee
Personnel/Human Resources
Administrator
Adult Education Administrator
Career Technical
Education Administrator

Special Education
Administrator
Superintendent/Principal
Business Services
Administrator
Student Services Administrator
Curriculum and Instruction
Administrator
Continuation/Educational
Options Administrator
Professor of Education
Retired Administrator
(Volunteer Service to ACSA)
Technology Administrator

If you have questions regarding the eligibility of a nominee within
a category, please contact the Awards Coordinator.
Eligibility. Recipients must be active ACSA members who show
strong support for the school management team; exceptional
leadership in managing school programs; commitment to
educational quality and student achievement; commitment to
professional growth; and creativity and innovation in dealing
with issues and problems facing public education. Current ACSA
employees and ACSA board members are not eligible to receive
these awards.
Nomination Process. Nominations for Administrator of the Year
awards must be submitted through ACSA's online awards
platform, http://acsa.awardsplatform.com.
Each region convenes an awards committee to review all
nominations. The region president forwards the region’s
nominee in each category to the state Awards Committee for
consideration as a state finalist.
After reviewing all nominations, the state Awards Committee
recommends one nominee in each category to the state Board
of Directors, which makes the final selection. Recipients are
honored at ACSA’s Leadership Summit in November.
Deadline. Deadline for online submission of all nominations is
January 2019 (TBD).

They should also be active in:
After school programs
Community service
Student conflict resolution
Cross-age tutoring
Peer mediation
Peer tutoring
Nominees can come from programs such as:
Alternative Education
At-risk
Bilingual
Continuation School

Nomination Process. Nominations must be submitted directly to the
nominee's region. Each region will select one student recipient
and honor them at region events throughout the year.
Nomination forms are available for download on the ACSA
web site at www.acsa.org/awards under the tab Every Student
Succeeding.
Students will be honored at ACSA's Leadership Summit in
November, as well as at various regional events.

Deadline. Contact your region leadership for the region deadline.
Deadline for submission of recipient information to state ACSA by
region leadership is in March 1, 2019.
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awardstips
Tips for Successful
Nominations

Submit nominations on time.
Nominations are due in January through the online
awards platform. Login to check for information on
deadlines and other important announcements.

Following are a few hints to help you prepare your
award nominations:

Review before you submit.
Review your nomination one last time before you
submit. Imagine you're reading as many as 400
nomination forms—what makes your nominee
stand out? Does the nomination fully convey how
outstanding they are?

Get help from experts.
Consider working with a professional writer and/or
proofreader to compose and edit your nomination
documentation. Concise, well-written responses
will go a long way in making sure your nominees
stand out.

Follow up.
You'll receive a confirmation email when your
nomination has been submitted successfully, and
will be able to see the status of your nominations
online. Check your spam folder if you don't see a
confirmation email.

Follow the instructions.
Make sure you have fulfilled all the nomination
requirements. Not taking the time to provide
all required information reflects poorly on your
nominee.
Find a complete list of all nomination requirements
at www.acsa.org/awards under Help & Resources.

Pitfalls to Avoid
Not providing specific examples in the criteria
explanations.

Save your work offline.
Make sure you have a copy of your nomination
entries saved on your desktop or backup drive.

Criteria explanations and supporting documents
with spelling or grammatical errors.

Talk about the outcome rather
than the process.
The details of how a mission was accomplished
are not as important as the benefits and changes it
produced, including specific examples.

Including documents that do not clearly
communicate a nominee’s excellence.
Nominating non-ACSA members for awards
requiring membership for eligibility.

Read the criteria carefully.
Be aware of all the criteria required for the
award, under the Criteria Explanation tab of each
nomination. Give specific examples of what the
nominee has accomplished. Stay focused on the
topic at hand.

Nominating current (2018-19) ACSA Board
members or employees.
Missing the deadline.

Online Awards
Information

Don't forget to include a letter of
recommendation.
You are required to include a minimum of one letter
of recommendation for each nomination, and may
attach up to two PDF or Word files of supporting
documents. Prioritize letters of recommendation
from superintendents and supervisors, as well as
testimonials from colleagues, community members
and parents. There is a file size limit, but no page or
document limit.
Collaborate online.
Use a service like Dropbox or Google Drive to
collaborate with others, as well as to back up your
nominations.

Award information, tips, resources, FAQ and the
link to access the nomination platform are available
online at: www.acsa.org/awards.
The nomination platform can be accessed directly
at
http://acsa.awardsplatform.com.

Watch a Demo
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Watch demo videos of the online platform. Visit
www.acsa.org/awards and click on the “Help &
Resources” tab.

faq

Frequently Asked Questions
What is the timeline for ACSA's Statewide
Awards Program?

of these categories can be submitted by each region to state
ACSA for consideration.

The awards program takes place over a calendar year,
beginning in summer:

Each student honored as part of the Every Student
Succeeding Program is chosen by the student's region (one
student per region).

•

August: The nomination period opens.

•

January: Nominations are due for all award categories
through the online platform. Regions select their winners/
state finalists.

•

February: State finalist submissions are due to state
ACSA. Most region winners are announced.

•

March: The Awards Committee meets to select
statewide recipients, who are submitted to the ACSA
Board for approval. Every Student Succeeding honorees
are submitted to state ACSA.

•

Late March: State recipients for that year are announced.

•

June to November: State recipients are featured in
EdCal stories and student videos are released.

•

Early November: State recipients are honored at the
Leadership Summit Awards Ceremony and Every Student
Succeeding Luncheon.

Do you have to be a current ACSA member to
be eligible for a statewide award?
It depends on the award. For the Administrator of the Year
Awards, the Marcus Foster Memorial Award and the Valuing
Diversity Award a nominee must be an active state ACSA
member to be considered eligible. The exceptions are:
•

The Ferd. Kiesel Distinguished Service Award (awarded to
an individual; ACSA membership not required), and

•

The Partners in Educational Excellence Award
(recognizing a school-community partnership program).

Eligible nominees for the Robert E. Kelly Award must be state
ACSA retired members, and must have been state ACSA
retired members for three or more years.

What is required for a nomination?
For all award categories, you will be required to fill out fields
describing how the nominee meets each of the award criteria.
The fields have a minimum of 400 and a maximum of 1,200
characters including spaces, unless otherwise noted.

What is the deadline for submitting a
nomination?
The deadline is in January for all award categories. Check for
this year's deadline.

A minimum of one letter of recommendation is also required
for all categories. Highly recommended are letters of support
from superintendents, district leaders and supervisors, as
well as testimonials from colleagues, parents, students, and
ACSA leaders. You are limited to uploading two supporting
document files in PDF or Word format.

Where can I access the nomination portal?
The nomination forms for all ACSA awards can be accessed
through http://acsa.awardsplatform.com or via the Awards
Program website at www.acsa.org/awards.
The portal can be used on a desktop or any mobile device.

How many pages of supporting materials can or
should I include?

Who is on the state Awards Committee, and
what is the process for recipient selection?

The page number is no longer limited, as everything will
be submitted digitally. However, there is a size limit to each
supporting document file of 500 KB, and we recommend
keeping the page count to a minimum and focusing on
providing excellent content, rather than excessive pages.
There is no limit to the number of documents each file can
include.

ACSA's immediate past board president chairs the Awards
Committee; the chair and four committee members (made up
of past or current board members) select the recipients, who
are then approved by the ACSA Board.

Do all the nominations go to the regions first?
The Marcus Foster Memorial Award and the Ferd. Kiesel
Distinguished Service Award nominations will go directly to
the state Awards Committee.

Where can I find archives of past recipients?
On the Awards Program website, under the tab Help &
Resources, is an archive of all past recipients by year.

The nominations for the Administrators of the Year (in 21
job-alike categories), Robert E. Kelly Award, Partners in
Educational Excellence Award and Valuing Diversity Award are
first submitted to the regions. Only one state finalist in each

Who do I contact if I have more questions?
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Contact Emily Agpoon, the awards coordinator, at
eagpoon@acsa.org or (916) 329-3833.

faq

supporting
documents

Frequently asked questions about supporting documents
Are supporting documents required?
Yes; as of this year, a minimum of one letter of recommendation is required.
Letters of recommendation from superintendents, supervisors and colleagues are highly
recommended, especially those most relevant to the nominee's current position.
Other pertinent supporting documents might include statements of support from coworkers, parents,
students and community members and press clippings or articles featuring the nominee's work.

What kinds of documents are a bad idea?
We strongly advise against including résumés or CVs, presentations, dissertations, copies of certificates
or awards or any lengthy documents about or by the nominee.

How many documents can I upload?
You are limited to uploading two files; however, each file could potentially contain multiple letters or
documents.

What kind of files do you accept?
You may upload files in either PDF or Word format.

Is there a page limit for the supporting documents?
There is no longer a page limit for the documents; instead, there is a size limit of 500KB for each file
uploaded.
However, bigger isn't necessarily better. We suggest you keep the page count to a minimum and focus on
providing excellent content, rather than excessive pages.

Who should write the letters of recommendation?
We recommend that you include letters from the district superintendent and/or direct supervisors, if at all
possible. Letters from colleagues and community leaders are also effective.
In every case, the letters should directly speak to the record of the nominee, both in their career as a
whole and in their current position, and explain why the nominee is the best candidate for the award.

Does formatting matter?
There are no formatting requirements for supporting documents, but for letters, we do recommend using
letterhead and ensuring that you include the position and workplace of the letter writer.
Written signatures (vs. typed) are not important, but a clean, legible format is essential.

Who do I contact if I have more questions?
Contact Emily Agpoon, the awards coordinator, at eagpoon@acsa.org or (916) 329-3833.
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eligibility &
membership

Frequently asked questions about nominee eligibility
Can I nominate a state board member?
Current (2018-2019) ACSA Board members and officers are not eligible for any award categories.

What about a region president or consultant?
Region board members, delegates and other member leaders are eligible. The restriction on board
members and officers only applies to the state ACSA Board.
However, ACSA employees, including region consultants and other part-time or contract employees, are
not eligible. This doesn't apply to volunteer positions, such as mentors or ambassadors, only paid staff.

Is ACSA membership required for all award categories?
Active state ACSA membership is required to be considered a state finalist for the following award
categories:
•

Administrator of the Year (all 21 sub-categories)

•

the Marcus Foster Memorial Award, and

•

the Valuing Diversity Award.

The Robert E. Kelly Award requires having been a retired ACSA member for 3+ years.
Membership is not required for the Ferd Kiesel Memorial Award, which can be awarded to any individual
who has served public education. The Partners in Educational Excellence Award is given to organizations
or community partnership programs.

How can I find out if my nominee is a current member?
Contact ACSA Member Services at memberservices@acsa.org with the nominee's full name and district.

I know a great nominee who's planning to retire this year. Will they be eligible?
Yes. Nominees who plan to retire this coming year (2019) are eligible for the 2019 awards.

Am I allowed to nominate someone who has been nominated or won before?
Yes. Nominees who have been nominated or selected for awards in the past are eligible for this year's
program, as there's no limit on times nominated or awarded.

Who do I contact if I have more questions?
Contact Emily Agpoon, the awards coordinator, at eagpoon@acsa.org or (916) 329-3833.
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ACSA Awards Program Timeline
The statewide awards program takes place over a full calendar year, beginning in
summer and ending the following fall.
August: The nomination period opens.
Nominators fill out an online nomination
form for each candidate/colleague they are
nominating.

Entry Period

January: Nominations are due for all award categories through the online platform.
Regions select their winners and state finalists.
Region Review
& Selection

Regions convene awards committees and
meet to select their region winners/state
finalists.

February: Every region’s state finalist submissions are due to state ACSA.
Regions announce their local winners.

State Review &
Selection

State finalist nominations are reviewed by
the statewide Awards Committee.

March: The Statewide Awards Committee meets to select statewide recipients,
and submit to the Board of Directors for approval.
State recipients receive phone calls from
the Awards Committee, personally notifying
them of their award.

Regions honor their regional/local winners
at spring awards ceremonies.

Late March: State recipients for that year are announced.
The list of all statewide recipients is
published in EdCal and posted on ACSA’s
website.

June to November: State recipients are featured in EdCal stories and online.
State Recipients
Honored

Recipients work with ACSA to provide
photos and interview responses and receive
information about the Nov. dinner.

The following year’s entry period opens
in August.

Early November: State recipients are honored at the Leadership Summit Awards
Ceremony and President’s Dinner/Dance.
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TO:

Region Presidents
State Council Presidents
State Committee Chairs
Region Consultants

From:

Executive Department

RE:

Recognition Certificates

Service award certificates (gold) and certificates of appreciation (blue/white) will be available from
ACSA’s Sacramento office. The following explanations designate for whom each certificate is
available and who should order the certificates. The request forms are attached and fillable.
REGION CERTIFICATES
Service Awards (Gold): Awarded to out-going region officers.
Certificates of Appreciation (Blue/White): Awarded to other region representatives.
Certificates for regions should be requested only by the region president or the region consultant.
Requests should be sent/faxed (916-596-9538) to Naomi Blache at ACSA’s Sacramento address at
least two weeks before the certificates are needed. The certificates will be prepared and returned
to the person and address indicated on the request form.
Blank certificates of appreciation for charters are available for completion by the region.
STATE COMMITTEE/COUNCIL CERTIFICATES
Service Awards (Gold): Awarded to out-going state committee and council representatives.
Certificates for out-going members of state committees/council should be requested by state
committee chairs/council presidents and requests sent/faxed (916-596-9538) to Naomi Blache at
ACSA's Sacramento address. Please send/fax the request at least two weeks prior to your last
committee/council meeting.
In order to prevent duplicate certificates from being made and/or certificates being presented to
the wrong person, these forms must be completed and returned by state council/committee
presidents/chairs, region presidents, or region consultants only. Additionally, region presidents and
consultants should coordinate with each other to determine who will send in the request for
certificates for recipients in their region.
Please return request form(s) to Naomi Blache c/o ACSA, 1029 J Street, 5th Floor, Sacramento
CA 95814 or fax (916) 596-9538. If you require any further information, please call Naomi at (916)
444-3216.

cc: Staff Liaisons
Attachments

132

Please send/fax this completed form to:
Naomi Blache, ACSA Office, 1029 J Street, Suite 500, Sacramento CA 95814
Fax: 916 596 9538

CERTIFICATES OF APPRECIATION
(BLUE AND WHITE PARCHMENT)
REGION:

COMMITTEE/COUNCIL:

Please prepare certificates of appreciation for the following:
(Please Print)
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

RETURN COMPLETED CERTIFICATES TO:
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Please send/fax this completed form to:
Naomi Blache, ACSA Office, 1029 J Street, Suite 500, Sacramento CA 95814
Fax 916 596 9538

SERVICE AWARDS
(GOLD)
REGION:

COMMITTEE/COUNCIL:

Please prepare gold certificates for the following out-going region officers or state
committee/council members.
(Please Print)
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.

RETURN COMPLETED CERTIFICATES TO:

134

Date:

May 10, 2018

To:

All ACSA Region Treasurers
All ACSA Region Consultants

Copy:

2018-19 Region Presidents
2017-18 Region Presidents
Gilbert Associates, Inc.

From:

ACSA Chief Financial Officer

Subject:

ACSA Annual Audit

At the completion of the 2017-18 fiscal year, kindly submit to my office the financial
information which is necessary to complete the annual audit of ACSA and its affiliated
companies. Specifically we will need from you the results of your region’s financial
operations for the 12-month period ending June 30, 2018. Your figures should include all
income received and all expenses paid out during the 12-month period. These figures
should be reported on the enclosed form "Regional Financial Report for Fiscal Year 201718." Be sure that the beginning balance on your financial report for this fiscal year agrees
with the ending balance of the prior fiscal year.
Please note that the format and some of the detail revenue and expense accounts as well as
account descriptions have changed from prior years due to new IRS reporting requirements.
We will also send you an electronic version of the report format in case you want to
complete it that way.
The financial results of your regional operations will be included on State ACSA's Tax Return.
Your figures will also be reviewed by our independent auditors. In order to complete all of
this in a timely manner, it is most important that you return your completed financial
reports not later than August 31, 2018 and send them to State ACSA at the address below:
Association of California School Administrators
Attention: Kavita Sharma, Financial Services Department
1575 Bayshore Highway
Burlingame, CA 94010
The forms can also be returned electronically to ksharma@acsa.org.
We will also need your June 30, 2018 bank statement(s) and reconciliation(s), July 31, 2018
bank statement(s) and an updated list of your Region bank accounts for review purposes by
our auditors.

135

To recap, State ACSA will need the following items from your region to complete our annual
tax audit:
1.
2.
3.
4.
5.
6.

Region Financial Report for fiscal year (copy enclosed)
June 30 Bank Statement(s)
June 30 Bank Reconciliation(s)
July 31 Bank Statement(s)
Updated List of Region Bank Accounts
2017-18 Region Treasurer (see form enclosed)

If you have any questions, please do not hesitate to call me or Kavita Sharma at (650) 6924300. Kavita can also provide a copy of last year’s report if you need it.
Thank you for your continued cooperation in submitting this important and necessary
financial data in a timely manner. We cannot complete ACSA’s annual audit until we have
each region’s information.
Association of California School Administrators
1575 Bayshore Hwy., Burlingame, CA 94010
(650) 692-4300
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FINANCIAL REPORT
Region
2018-19 Financial Report
Directions:

Provide all data that is applicable to your region as of June 30, 2018 and submit
to ACSA, 1575 Bayshore Highway, Burlingame, California 94010. The Financial
Report must be received no later than August 31, 2018.

Any inquiries regarding the financial report and budget should be directed to:

Name:
Street:
City:
Telephone: (

State:

Zip:

)

I,
, hereby certify that the financial report attached hereto is a true and correct statement
of the financial condition of Region ________ of ACSA for the years reported.

Signature:
Date:
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ACSA REGION _____
INCOME & EXPENSE STATEMENT
Period 07/01/17 through 06/30/18
CASH BALANCES 06/30/17 Start of Period
1.

Checking

$

2.

Invested Reserves

$

3.

Total Cash Available
(Lines 1 and 2 combined)

$

REVENUES: 07/01/17 through 06/30/18
4.

Dues Rebates

$

5.

Sponsorship Fees

$

6.

Region Conferences

$

7.

Interest Income

$

8.

Dinner, Meal Fees

$

9.

Advertising Fees

$

10.

Contributions Received

$

11.

Other Income

$

TOTAL REVENUES
(Lines 4 through 11)

12.

$

EXPENSES: 07/01/17 through 06/30/18
13.

Professional Services

$

14.

Honorariums

$

15.

Printing

$

16.

Office Supplies

$

17.

Rent

$

18.

Telephone

$

19.

Travel

$

20.

Meals

$
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ACSA Region______
Expenses
Page 2

21.

Lodging

$

22.

Payments to Charters (Note 1)

$

23.

Contributions (Note 2)

$

24.

Scholarships

$

25.

Miscellaneous – Gen’l & Admin.

$

26.

TOTAL EXPENSES
(Line 13 through 25)

$

27.

NET REVENUE (EXPENSE)

$

No. Paid

(Line 12 minus Line 26)

28.

TOTAL CASH AVAILABLE, 06/30/18

$

(Line 3 plus Line 27)

CASH BALANCES 06/30/18 End of Period
29.

Checking

$

30.

Invested Reserves

$

31.

TOTAL OF ALL CASH

$

Note 1: Include all amounts paid to charters. Due to new IRS reporting requirements for Form 990,
for rebates paid to charters please list on a separate page, the name of the charter, the recipient’s
name, their tax status, their EIN number, and the amount.
Note 2: Include in Contributions any amounts transferred from your region’s normal funds such as
cash and invested reserves accounts to establish a foundation in your region. Please list on a
separate page, the name of the foundation, their tax status, their EIN number, and the amount.
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ACCOUNT DESCRIPTIONS FOR INCOME AND EXPENSE
STATEMENTS
(CHART OF ACCOUNTS)
CASH BALANCE CHECKING - This figure represents the amount in your checking account as of
the last working day for the fiscal year ending June 30th.
INVESTED RESERVES - This figure will be the total amount you have invested in Money Market
funds, Certificates of Deposit or any other type of vehicle in which you are investing your excess
cash as of June 30th.
TOTAL CASH AVAILABLE - This line will be the total of the amounts of cash and invested
reserves.

REVENUE
DUES REBATES - This amount would be the total dues rebate received from State ACSA during
the fiscal year July 1 through June 30.
SPONSORSHIP FEES – Amounts received from outside companies, firms, individuals to sponsor
region activities.
REGION CONFERENCES - Amounts taken in by the region from members and/or non-members to
cover region activity fees for any and all region conferences including events across several
regions.
INTEREST - This amount represents all interest earned on region checking accounts, savings
accounts, money market accounts, certificates of deposit or any other investments during fiscal
year July 1 through June 30.
DINNER, MEAL FEES - Any amounts collected from attendees for dinners or other meals in your
region during the fiscal year.
ADVERTISING FEES – Amounts received for advertising in region publications and websites.
CONTRIBUTIONS RECEIVED – Amounts received as contributions or donations from outside
parties. Please list on a separate page the name, address, and amount of any contribution received
over $5,000.
OTHER INCOME/REVENUE - Any and all types of revenue received and deposited by your region
during the fiscal year which do not fit into any above revenue classifications

EXPENSES
PROFESSIONAL SERVICES - Any amounts paid in the fiscal year for auditing and accounting
services, legal fees, program and computer costs, other professional and outside services such as
website consultant, other consultants, and temporary help hired through agencies in connection
with ACSA region activities. Must provide dollars paid to individuals over $600 total in any one
calendar year to State ACSA for IRS reporting.
ACCOUNT DESCRIPTIONS FOR INCOME AND EXPENSE STATEMENTS
(CHART OF ACCOUNTS)
Page 2
HONORARIUMS - Amounts paid directly to presenters, speakers, individuals hired to conduct and
present at region conferences, seminars, workshops, etc. Must provide dollars paid to individuals
over $600 total in any one calendar year to State ACSA for IRS reporting.
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PRINTING - PHOTOCOPY COSTS - All printed material and photocopy-reproduction costs which
is performed by an outside vendor or by a school district requiring reimbursement to the school.
OFFICE SUPPLIES - Cost of office supplies such as computer supplies, pens, pencils, erasers,
adding machine tape, staples, etc. and the cost of stationery, envelopes and other paper products
used in the daily course of business in the ACSA regions.
RENT - Any rent which may be required to be paid for equipment or office space in order to
conduct the activities of the ACSA regions.
TELEPHONE - Your cost for telephone expenses such as equipment rental, line charges, cell
phone charges in connection with ACSA business.
TRAVEL - Those charges for any cost on any form of public transportation in connection with
ACSA business. Included also in this category is air travel, car rental, mileage reimbursement paid
to regular members for use of their personal car in connection with ACSA business paid by the
region and not reimbursed by State ACSA.
MEALS - Cost of any and all meals while away from the region office in connection with ACSA
business which are paid by the region and not reimbursed by State ACSA. Include also in this
expense category the cost of group meals and banquets.
LODGING - Cost of any and all lodging while away from the region office in connection with ACSA
business which are not reimbursed by State ACSA.
PAYMENTS TO CHARTERS - The total amount of money which you pay for whatever reason to
the charters in your region. See Note 1 for further instructions.
CONTRIBUTIONS PAID – Cost of any contributions/ donations made to charity or other
individuals by the region. Please list on a separate page the name, address, and amount paid to the
recipient.
SCHOLARSHIPS – Cost of scholarships paid to students, region members or potential members.
Also include above the number of scholarships granted in the fiscal year. Please list on a separate
page the name, address, amount paid to the recipient, and the purpose of the scholarship (i.e.
attend ACSA Personnel Academy, etc.).
MISCELLANEOUS - GENERAL & ADMINISTRATIVE - Any other expenses incurred while
conducting business for ACSA by members of the region which do not fit into any of the above
categories.
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ACCOUNT DESCRIPTIONS FOR INCOME AND EXPENSE STATEMENTS
(CHART OF ACCOUNTS)
Page 3
NET REVENUE (EXPENSE) - This line represents the difference between total income (line 12)
and total expenses (line 26).
TOTAL CASH AVAILABLE 06/30 - This line is the total of your total available cash at June 30th
(line 3) and Net Revenue (Expense) (line 27).
CASH BALANCES 06/30 END OF PERIOD - This section breaks out the total on line 28 (Total
Cash Available) by checking, invested reserves at the end of the period. Line 31 which reads
"TOTAL" should equal line 28.
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List of All Payments to Every Charter
Name of Charter

Recipients Name

Amount Paid
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EIN #

Tax Status

Scholarships Awarded for 2017-18
Name of Recipient

Address of Recipient

Amount Given
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Purpose

KINDLY RETURN THIS INFORMATION
WITH YOUR FINANCIAL PACKET
REGION TREASURER FOR 2018-19

Region:________

Region Treasurer:
Name:
School:
District:
Mailing Address:
Street:
City:
State:

Zip:

Day Time Telephone:

(

)

FAX number

(

)

E-mail address:
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ACSA TRAVEL INSTRUCTIONS
DRIVING
For the 2017-18 year automobile mileage is reimbursed at the rate of 54.5¢ per mile, but this amount should
not exceed the air travel rate. Driving, rather than flying, is considerably less expensive if you're traveling
150 miles or less one way.
TRAVEL BY AIR
For members flying to attend meetings, ACSA will reimburse the cost of the following travel expenses (with
receipts as appropriate):
•
•
•
•

Mileage to/from the airport
Airport parking
Economy airfare
Shuttle (preferred) or taxicab to/from airport (recommended for two or more members needing
transportation to/from the airport.)

ACSA will reimburse flights at the rate for Southwest airlines fares purchased 21 or more days in advance
of scheduled meetings. ACSA will not reimburse Business Select fares.
FLIGHT ARRANGEMENTS
ACSA asks that member fly only if it is the least expensive way to travel. ACSA also requests that members
make flight arrangements such that they are able to attend the entire meeting. That is, flights should arrive
no later than approximately 8:30 a.m. and depart no earlier than approximately 4:30 p.m.
In order to make flight reservations in as cost saving and cost effective a manner as possible, members are
asked to make their reservations as far in advance as possible. It is more cost effective to book reservations
early and cancel in the case of an emergency than to book reservations at the last minute and pay a
premium price. Therefore, members are asked to book their flights one month or more in advance of each
meeting and no later than 21 days in advance of the meeting.
Members are asked to book discounted fares available online. Reservations may be made directly:
•
•

With carriers such as Southwest, JetBlue, America West/US Airways, United, etc.
Or through discounted travel services such as CheapTickets, Expedia, Hotwire, Kayak, Lowestfare.com,
Orbitz, Travelocity, TravelZoo, etc.

It is recommended that you check your local airport for updated traveling instructions. Some airport web
sites are:
Burbank Airport bur.com
LAX lawa.org/lax/laxframe.html
Ontario Airport lawa.org/ont/ontframe.html
Sacramento Airport sacairports.org
San Diego Airport www.san.org
SFO flysfo.com
San Jose Airport www.sjc.org

146

Association of California School Administrators

SHUTTLE OR TAXI SERVICE
While Super Shuttle is encouraged as the preferred method of transportation from the Sacramento airport,
members may take a taxicab from the airport. In order to use taxi service, at least two members should
share a taxicab to/from the destination. The taxi fare from the Sacramento airport to the Sacramento ACSA
office is about $25 one way.
TRAVEL EXPENSE FORMS
Committees/Councils:
Travel expense forms will be distributed at each committee/council meeting. Please be sure to have the
chair/council president and staff liaison sign your form before submitting it to the ACSA Financial Services
Department in Burlingame.
Delegate Assembly:
Travel expense forms will be distributed and collected at the delegate assembly meetings.
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Association of California School Administrators
1575 Bayshore Highway, Burlingame CA 94010
Phone (800) 608-2272, Financial Services Fax (650) 259-1029

TRAVEL EXPENSE CLAIM – Calendar Year 2018
Check Here If New Address
Payable to (Print)

First

Middle

Last

Street Address
City

State

Zip

Name of Committee or Activity
Location of Meeting

Date of Meeting

Regular Committee

DATE

Special Funding

HONORARIUM

MILEAGE

(Professional Fee)

AIR*

(5 .5¢ per mile)

Activity Number

MEALS *

HOTEL*

SURFACE TRAVEL*
(Parking, Taxi, etc…)

OTHER*

Miles x 5 .5¢=

$

0.00
Miles x 5 .5¢=

$

0.00
Miles x 5 .5¢=

$

0.000
Miles x 5 .5¢=

$

0.00
Miles x 5 .5¢=

$

0.00
Miles x 5 .5¢=

$

0.00
Miles x 5 .5¢=

$

SubTotals

$0.00

0.00
$0.00

$0.00

$0.00

$0.00

$0.00

TOTAL OF REIMBURSEMENT REQUEST

$0.00

$ 0.00________

(*NO REIMBURSEMENT FOR THESE CATEGORIES WITHOUT ATTACHED RECEIPTS)
I hereby certify that the above is a true statement of travel expenses incurred by me in accordance with the current expense policy of ACSA
and that all items shown were for official business of the association and that no expenses herein claimed were received or paid from other
sources.

Signature

Date

(Claim must be signed before it can be processed)

Approval of Chairperson (or Coordinator)

Date

Approval of Committee Staff Liaison

Date
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SEE REVERSE FOR FILING INSTRUCTIONS

TRAVEL EXPENSE CLAIM FORM
INSTRUCTIONS (Revised by Board: February 2014)
GENERAL

This form is to be used by individuals traveling on ACSA business. In order to expedite your claim,
please follow the steps below:
1) Sign the expense claim after completing form and attaching receipts.
2) Submit for approval to the committee chair/ council president immediately after
each trip.
3) The chair/ president will then forward the claim to ACSA's Business Office in
Burlingame.
4) Out-of-state travel must be approved in writing in advance by the Executive Director
before any out-of-pocket expenses will be reimbursed.
5) Prior to submitting, retain a copy for your records.

All expense claims should be submitted within five working days from the time incurred in order to be reimbursed on
a timely basis.

RECEIPTS FOR ALL EXPENSES MUST BE ATTACHED
TO THE EXPENSE VOUCHER
AIR TRAVEL

Air Travel should be used only if it’s the least expensive way to travel. It is most cost effective to book
flight reservations early. Therefore, ACSA asks that you book your flight at least one month in
advance in order to obtain the lowest fare. First class or business class seat selections on flights will
not be reimbursed.

RENTAL

Rental Cars should be utilized in cases where it’s more economical than air travel or mileage
reimbursement. Select the most economical vehicle available. Gasoline costs for rental cars only (vs.
personal vehicle) will also be reimbursed.

MILEAGE

Mileage will be reimbursed by the rate determined by ACSA and should not exceed the comparable air
travel rate and/or cost of a rental car. Mileage will also reimbursed to and from the airport if one does
fly.

LODGING

Lodging should be chosen at properties where special ACSA room rates have been established.
Reimbursement for overnight hotel accommodations is authorized only if the meeting is
more than one day or if travel arrangements necessitate staying overnight and need to be
approved in advance by the Council President and/or Staff Liaison.

MEALS

While traveling on ACSA business, reasonable expenses for meals will be reimbursed with a copy of
receipts for each meal. Per IRS requirements, please note on the back of the receipt the names in your
party and the business purpose of the meal.

OTHER

For incidentals such as, postage; bridge tolls and gratuities other than for meals, receipts for $25 or
more are required. An explanation must be provided on the expense report as to the nature of the
expense.

THE FOLLOWING EXPENSES WILL NOT BE REIMBURSED:
* Early Check-In for Flights and/or Hotel Rooms *First or Business Class Seat Selection on Flights
*Limousine Service *Hotel Mini-Bar Items
*Hotel Movie Rentals *Hotel Spa Services *Hotel Laundry Services
*Any Personal Expenses
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4/03/14 – rs

association of california
school administrators
out-of-state travel requisition form
Date:
To:

Wesley Smith, Executive Director

From:
Activity:
Location:
Time Period:
Rationale for
Attendence:

estimate of cost
AMOUNT

PURPOSE

BUDGET CATEGORY

$ _________________________

Car Rental

___________________________

$ _________________________

Lodging

___________________________

$ _________________________

Meals

___________________________

$ _________________________

Registration Fee

___________________________

$ _________________________

Travel – Air

___________________________

$ _________________________

Travel – Surface

___________________________

$ _________________________

Other (Specify)

___________________________

$ _________________________Total Approved Amount

request must be approved prior to travel
Approved: ______________________________________________

Date: ____________________________

Department Head

Approved: ______________________________________________

Date: ____________________________

Executive Director

Return completed form to the Executive Office for approval and copy disbursement.
Please forward to Financial Services Department after all approvals.
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LIST/LABEL ORDER FORM
ACSA provides member names, work locations, and mailing addresses in the form of lists and
labels to region and charters for ACSA business. Regions are charged $.05 per name.
Please complete one form per request.
Requested by (name):
Date:

Phone number: (

)

School/District:
Address:
City, State, Zip:
Email:
Region:
Region/Charter Title:
Please indicate request criteria*: (check one)
Format:

r

r

Labels

Region #:

List

Charter(s):
List charter names only if selected charters within region desired.

Sorted by:

Charter

District

Alpha

Zip

List/labels to be used for:
*Additional selection criteria available. Call ACSA Member Services at (650) 692-4300/ (800)
608-ACSA (2272) for more information.
Please use one form per order. Allow two weeks for processing. Fax or mail request to:
ACSA
Membership Office
1575 Bayshore Highway
Burlingame CA 94010
Attn: Membership Processing
Fax (650) 692-7297
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ACSA’s online marketplace...

http://shop.acsa.org
your source for ACSA gear, logo wear,
publications and learning tools

features include:
t POMJOFCSPXTJOH TFBSDIJOHBOEQVSDIBTJOHPG
BMM"$4"QSPEVDUT
t PQUJPOBMDVTUPNFSBDDPVOUTGPSPSEFSTBOE
SFPSEFST
t QSPEVDUSFWJFXTBOEUBHT
t EPXOMPBEBCMFQSPEVDUTFCPPLT
t GVMMEFTDSJQUJPOTPGFWFSZQSPEVDUXJUIJNBHFT
t PSEFSJOHXJUIDSFEJUDBSET TFDVSFPOMJOF
USBOTBDUJPOT QVSDIBTFPSEFSTPSDIFDLT

new edition elementary
principal’s handbook

“word cloud” sets

gift sets & other gift items
travel & business gear

acsa professional
publications

easy redemption of
membership certificates

shirts, sweatshirts &
jackets

Did you receive a gift certificate for recruitment?
Email shop@acsa.org today for your discount code.
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VII. Activity
Design
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COMMITTEE/COUNCIL ACTIVITY PROJECT DESIGN
PROCESS - SPECIAL FUNDING REQUESTS
Activity Design Process
The activity design process is used for state committees/councils to obtain additional funding
that exceeds the normal operating expenses budgeted for committees/councils each fiscal year.
This additional funding is available to committees/councils for special projects and/or activities.
Each fiscal year money is budgeted for activities.
In completing the additional funding request, please be specific under each category listed. The
Board of Directors will review the request and approve or decline it.
Committee/Council Activity Project Design Form - Special Funding
A committee/council activity project design form must be completed and submitted to ACSA's
executive associate when a committee/council wishes to request special funding for a particular
activity.
In filling out the activity project design form, it is advisable to relate your proposed project to:
• Your committee's/council’s stated purpose
• ACSA’s mission
• The legislative platform adopted by the leadership assembly.
(The above mentioned items are all included in this manual.)
If the project is a multi-year project (example: preparing a publication), estimates of funding
needed in subsequent years must be included with the initial proposal.
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AFFILIATION — NATIONAL ORGANIZATIONS
ACSA Policies & Procedures, Section 1-A Affiliations - National Organizations, Procedure 1.5,
guarantees funding for the following national affiliations out of the general annual budget:
1.5.1

To provide for the state president and president-elect to attend national
conferences of his/her choice.

1.5.2

To provide the Curriculum, Instruction & Assessment Council funds
for the council president or designee to attend the ASCD national
conference.

1.5.3

To provide the Elementary Education Council funds for the council
president or designee and the NAESP liaison to attend the national
conference.

1.5.4

1.5.3.1

To provide funds for the NAESP liaison to attend meetings
of the Elementary Education Council.

1.5.3.2

To provide funds for the NAESP liaison to attend the
Western States Training Conference.

To provide the Secondary Education Council funds for the council
president or designee and the NASSP liaison to attend the national
conference.
1.5.4.1

To provide funds for the NASSP liaison to attend meetings
of the Secondary Committee.

1.5.5

To provide the Middle Grades Council funds for the council president
or designee and the NASSP liaison to attend the NASSP national
conference.

1.5.6

To provide the Human Resources Council funds for the council
president or designee and the AASPA liaison to attend the national
conference.
1.5.6.1

1.5.7

To provide funds for the AASPA liaison to attend meetings
of the Human Resources Council.

To provide the Adult Education Council funds for the council
president or designee to attend the AAACE Conference.
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AFFILIATION — NATIONAL ORGANIZATIONS
1.5.8

To provide the Superintendency Council funds for the council
president or designee and the AASA liaison to attend the AASA
conference.
1.5.8.1

To provide funds for the AASA liaison to attend meetings
of the Superintendency Council.

1.5.9

To provide a $10,000 annual budget to be utilized by ACSA's standing
committees and councils for national affiliation. The funds will be
applied for via the activity design process. (See Section 5—
Committees/Councils for the activity design process.)

1.5.10

Any of the committees/councils listed in 1.5.1 - 1.5.8 may apply to the
Board of Directors for up to $2,500.00 for hospitality or informational
items. Should more funds be needed, the committee/councils shall
apply to the Board and include written support rationale with the
request.

The activity project design process is used to allocate funds by the Executive Committee of the
Board of Directors. The following guidelines are suggested:
1.

Priority funding goes to committee/council requests which are not funded in the general
annual budget listed in 1.5.1 through 1.5.8.

2.

To ensure equity, the remaining committees/councils will have access to the $10,000 fund
on a yearly rotating basis.

3.

To encourage planning by each committee/councils, those activities submitted early in the
financial calendar year will be given full consideration. All activity project designs for
national affiliations submitted by October 15 will be given priority consideration.

4.

All possibilities for collaboration or co-funding of activities will be strongly encouraged
and endorsed.
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2018-19 ADDITIONAL FUNDING REQUEST
ACTIVITY DESIGN PROCESS
COMMITTEE/COUNCIL:
CHAIR/PRESIDENT:

COMMITTEE/COUNCIL EXECUTIVE:

I.

Needs statement/rationale for request as it relates to committee program plan.

II.

Proposal (Timeline, personnel, materials, product)

III.

Budget Layout

Cost
Current Year’s Budget

Explanation

Travel
Meeting Expense
Supplies
Other
Multi-Year Project:

Yes
No

IV.

Evaluation Criteria

V.

Dissemination Costs and Plans

q
q

If yes, estimated funds required in:
2nd year
3rd year

TOTAL FUNDS REQUESTED
VI.

Board of Directors Action
Date:

Submit form to Suzanne Caffrey, Executive Associate (scaffrey@acsa.org)
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SAMPLES OF ACTIVITY PROJECT DESIGNS FUNDED

AMOUNT

PROJECT

$4,000

To complete the Best Practices Booklet of Educational Options Schools and
Programs throughout California.

$7,500

To update the Goals and Objectives handbook with a focus on autism.

$2,315

To update the Elementary Principal’s Handbook.

$1,750

To fund the development of an ACSA Middle Grades Leaders Academy.

NOTE:

Professional learning programs must be coordinated through the Educational Services
Department.
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