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Policy/Procedure #1 ANNUAL CONFERENCE
1.1
Conference registration fees and fees for exhibitors are recommended by the Conference 
Chair and approved by the Executive Board.

Approved:  March 1987


Amended:  January 2007
1.2
Exhibitors do not have to pay conference registra​tion.


Approved:  May 1994

1.3
Fee waivers are given to invited guests.  Invited guests could be, but not limited to 

Presidents of surrounding state’s chapters, NADE officers, and legislators.


Approved:  May 1987

1.4
Fee waivers are given to life members and to awards recipients who are not OADE 
members.


Approved:  December 1990


Amended:  June 1992

1.5
Pre and Post-Conferences can be attended without registering for the entire conference.

   Approved:  September 1991

1.6
All receipts and bills pertaining to the conference should be forwarded directly to the 
OADE Treasurer rather than have a separate account at the conference site.






        

Approved:  November 1993

Policy/Procedure #2
AWARDS

2.1
All awards do not have to be given each year. More than one award may be given in the 
category of Outstanding Service to Developmental Education in Ohio.




Approved:  July 1988

2.2
Plaques will be presented for all awards, except Presidential Service Award where a service 
pin is given.




Approved:  July 1988 



Amended:  August 1991

2.3
Verbal recognition of nomination will be given to all legitimate nominees approved by the 
Nominating and Awards Committee.




Approved:  May 1994




Amended:  January 2007

2.4
The Awards Committee Chair will be responsible for purchasing the plaque to honor the 
out-going President, as well as other awards plaques.




Approved:  January 1995

2.5
OADE Awards:


A.
Outstanding Service to Developmental Education in Ohio




Approved:  October 1988


B.
Outstanding Contribution to OADE by a Member




Approved:  October 1988


C.
Outstanding Developmental Educator




Approved:  October 1988


D.
Outstanding Alumna/us of a Developmental Education Program




Approved:  October 1988


E.
Outstanding Developmental Program in Ohio





       


Approved:  February 1991

    
F.
Outstanding Research or Publication

                 
Approved:  February 1991

   
G.     
Outstanding Contribution to Developmental Education by a Part-time or


Adjunct Professional

       






      
Approved:  May 1994

       
H.
Presidential Service Award

                 
Approved:  August 1991

2.6
OADE Awards Criteria
A. Outstanding Service to Developmental Education in Ohio

Description:  This award recognizes an individual or program not affiliated with OADE for 
significant contribution to developmental education in Ohio. Such contributions should 
include outstanding service in one or more of the following ways.

1. Championing developmental education in a way to bring recognition to developmental education.

2. Leadership in the non-academic community for the appreciation and support of developmental education. (Community may be interpreted in a reasonably broad way by the Committee).

Procedure:  To nominate an individual for this award, the following materials should be 
forwarded to the Chair, Awards Subcommittee, OADE.

1. Letter of nomination

2. Letter(s) of endorsement from current or former OADE officer(s) (no more than five

3. Other materials deemed important to the nomination.  These should not exceed more than one page in length (no more than five).







Approved:  October 1988
B. Outstanding Contribution to OADE by a Member
Description:  This award is presented to a member of OADE who has demonstrated outstanding performance in one or more of the following ways.
1. Extraordinary and exemplary service to the Associa​tion (not just longevity).
2. Distinguished service to developmental education which reflects merit upon the Association and developmental education.

Procedure:  To nominate an individual for the Outstand​ing Contribution to OADE by a 
Member, the following materials should be forwarded to the Chair, Awards Sub​committee, 
OADE.
1. Letter of nomination.
2. Letter(s) of endorsement from current or former OADE officer(s) (no more than five).
3. Other materials deemed important to the nomination (no more than five submissions, one page each).







Approved:  October 1988
C. Outstanding Developmental Educator

Description:  This award is presented to an Ohio educa​tor for outstanding service to 
developmental education within the area of higher education. The recipient of this award 
should have demonstrated the following qualifications.

1. Innovative/creative teaching and/or
2. Extraordinary service; e.g. program development, outstanding leadership, contributions to program.


This award is usually given to an active professional who has been in the developmental 
field for two or more years. It should normally be presented within two years after the end of 
service in developmental education.


Procedure:  To nominate an individual for the Outstand​ing Developmental Educator, the 
following materials should be forwarded to the Chair, Awards Subcommittee, OADE.

1. Letter of nomination, including identification of the student population served.

2. Letter(s) of endorsement of the nomination (no more than five).

3. Resume of nominee.

4. Supporting materials may include:

a. Clippings or other material detailing nominee’s impact upon developmental students 
(no more than five, one page each)

b. Letter(s) from students and/or peers (no more than five, one page each)

c. Articles by or about the nominee (no more than five)








Approved:
October 1988

D. Outstanding Alumna/us of a Developmental Education Program

Description:  This award honors a person who partici​pated in a developmental education 
learning assistance program as a student and who has then gone on to become an 
outstanding member of his/her field of endeavor.


Procedure:  To nominate an individual for the Outstand​ing Alumna/us Award, the following 
materials should be forwarded to the Chair, Awards Subcommittee, OADE.

1. Letter of nomination.

2. Letter(s) of endorsement of the nomination (no more than five)

3. Resume of nominee.

4. Supporting materials may include:

a.
Clippings detailing nominee’s activities and contributions to the community (no more than five, one page each)

b.
Letter(s) from nominee’s employer(s) (no more than five).
c.
Letter(s) from community organizations regarding the nominee’s contributions (no 
more than five, one page each).







Approved:
October 1988

E. Outstanding Developmental Program in Ohio

Description:  This award recognizes a developmental education program which exemplifies 
the best of current practice in the field of developmental education. The award is intended to 
recognize a departmental effort rather than the contributions of a single member only. The 
granting of this award is not intended to endorse the recipient program or to preclude any 
other program in Ohio from endorsement for the NADE Program of the Year award.


Procedure:  To nominate a program for this award, the following materials should be 
forwarded to the Chair, Awards Subcommittee, OADE.

1. Letter of nomination
2. Letter(s) of support from student(s), campus administrator(s), and/or other members of the college community (no more than five)
3. Description of the program, including quantitative data and highlighting unique features, components, etc.

4. Copies of recent regional/national evaluations.

5. Copies of regional/national program recognition awards.







Approved:
February 1991

F. Outstanding Research or Publication Award

Description:  This award recognizes an individual or individuals who are members of OADE 
and who have authored or co-authored an article, book, monograph, or other study of 
significant value to practitioners in the field of developmental education in Ohio.


Procedure:  To nominate an individual (or individuals) for this award, the following 
materials should be forwarded to the Chair, Awards Subcommittee, OADE.
A. Letter of nomination, including identification of the student population served
B. Letter(s) of endorsement from developmental educa​tors (no more than five)

C. Supporting materials which may include the follow​ing:

a.
Summaries of articles, monographs, journals, etc. (no more than five, one page each)

b.
Summaries of research conducted (no more than five pages total)

c.
Copies of book reviews with sources noted (no more than five pages total).







Approved:  February 1992
G. Outstanding Contribution to Developmental Education by a Part-time or Adjunct Professional

Description:  This award is presented to a part-time or adjunct professional in Ohio in 
recognition of outstanding service to developmental education in higher education. The 
recipient of this award should have demonstrated the following:

1. Innovative/creative teaching and/or
2. Exceptional service (i.e., in program development, outstanding leadership, contributions to program)

The award is intended to recognize the contributions of an active professional in the field of developmental education.

Procedure:  To nominate an individual for Outstanding Contribution to Developmental Education by a Part-time or Adjunct Professional, forward the following materials to the Chair, Awards Subcommittee, OADE:

1. Letter of nomination, including identification of the student population served.

2. Resume of nominee.

3. Supporting material which may include:

a.
Letters from students and/or peers (no more than five letters, one page each)

b.
Articles by or about the nominee (no more than five).

c.
Clippings or other material detailing impact upon developmental students (no more 
than five, no more than one page each)








Approved:  May 1994
H. Ohio Association for Developmental Education Presidential Service Award

Description:  The Ohio Association for Developmental Education (OADE) Presidential 
service Award is designed to give special recognition to developmental education and 
learning assistance professionals for their creativity, energy, enthusiasm, and outstanding 
abilities in providing distinguished services to OADE.  The award, to be presented annually 
at the fall conference, is a service pin.

Procedure:  The following guidelines are established to determine recipients of the service 
pin:
1. All presidents of OADE, at the end of their term shall receive the service pin from the out-going president-elect.
        
*2.  In the first year of the award only, all past executive board members shall receive 

                   the service pin at the annual conference.  
          
*3.  Any member of the OADE Executive Board who has served on the Board for his/her

       two-year term shall receive a service pin.

        
*4.  All OADE award recipients shall receive the service pin in addition to the regular 


       award plaque.

        
*5.  Any member of OADE, who has provided extraordinary service to OADE, gone 
                   above and beyond the call of duty for the association (e.g. helped with a conference,

                   done research for the association, chaired a committee, developed and implemented a

                   project, provided support service for OADE, etc.), shall be eligible to receive the 

                   service pin.

       
*6.  Upon recommendation by the OADE President, the Executive Board will determine


       who should or should not receive a service pin.

       *Presented by out-going President 







Approved:  August 1991
2.7
Suggestions for Making Nominations for all OADE Awards (except Presidential Service     
Award)
A. The nomination letter is the most critical component of the nominations process; cite        specifics to enhance the case you are making.

B. Either the nominee the person writing the nomination can be responsible for putting the nomination package together. This does not have to be kept secret; the nominee will feel honored and want to help produce a quality submission.

C. Enlist several co-workers to help compile essential supporting materials; set deadlines and adhere to them.

D. Organize supporting materials by using notebook dividers, appropriately labeled, for each section called for in the nomination guidelines. Place all materials in an 8 x 11 binder-type or 3 ring notebook.

E. Be certain all supporting materials are of copy quality as they are distributed to members of the Nominating and Awards Committee.

F. When materials are lengthy, abstracts and/or summaries are appropriate as supporting materials, with the exception of materials in support of Outstanding Research or Publication Award; in the latter instance, one complete copy of the supporting evidence is essential.

G. Resumes should be both complete and up-to-date.

Approved:  May 1994

2.8
Any plaques, awards or certificates given to OADE will be kept with the Archivist.









Approved:  March 1995

2.9
A list of all awards and their recipients will be maintained by the archivist and posted on 
the OADE website.









Approved:  January 2007

 Policy/Procedure #3 BUDGET CONCERNS

3.1
The OADE Treasurer will be bonded.










Approved:  November 1984

3.2
The OADE bank account’s signature card should be signed by the Treasurer, President and 
President-elect.








Approved:  March 1995

3.3
All OADE checks should have two signatures, the Treasurer and President.  The President-
elect may sign in case the president is unavailable.








Approved:  March 1995

3.4
OADE’s yearly budget should include all OADE-sponsored activities:  Annual Conference, 
SIG Drive-in Conference, Committee Activities, Grant Awards, etc.  There should not be 
separate accounts.








Approved:  March 1995









Policies / Procedure #4  COMMITTEES

4.1
OADE Committees:
A. Budget and Finance Committee









Approved:  November 1990
B. Conference Committee
Approved:  September 1991

Amended:  April 1995

C. Constitution and By-laws Committee

Approved:  November 1990

D. Information Committee

Approved:  October 1987

E. Nominating and Awards Committee

Approved:  October 1988

F. Publicity Committee

Approved:  November 1992

G. Research Committee

Approved:  November 1989

H. Professional Development Grant (See Policy/Procedure #7 for more detail.)








Approved:  April 1993
4.2 OADE Committees’ Organization

A. Budget & Finance Committee

Committee Chairperson

The Committee Chairperson will be the OADE Treasurer.

Committee Membership

1.
Treasurer (chair)

2.
Two-Year Member-At-Large

3.
Four-Year Member-At-Large

4.
OADE President (ex-officio member)

Goals

1.
To develop an annual budget and supervise the operation of the budget.

2.
To explore financial investments (e.g., higher interest yielding savings accounts) as an option for generating more funds for OADE.

3.   To assist in maintaining accurate records on disbursements and income.

4.
To assist in report preparation for the IRS.

Committee Organization

The committee chairperson coordinates committee goals through quarterly meetings. The chairperson (or a designee) reports on the committee’s activities at the scheduled meetings of the Executive Board.

Frequency of Meetings

The committee meets at least once quarter​ly, and more often if necessary.

Approved:
November 1990

B. Conference Committee

Committee Chairperson

The Committee Chairperson will be appointed by the President, with the approval of the Board.


Committee Membership

1. Appointed Chair
2. On-site Coordinator
3. OADE Treasurer (ex-officio member)

4. OADE President (ex-officio member)

5. Other interested members
Committee Charge

1. Establish and present a plan, timeline, and budget for the OADE conference to the Board for its approval.
2. Recommend to the OADE Executive Board possible future conference sites

3. Direct the activities necessary to produce each annual conference
4. Present post-conference report/s to the board.
Committee Organization

The Committee Chairperson coordinates the committee charge through periodic meet​ings. The committee chair reports on the committee’s activities at the scheduled meetings of the Executive Board.

Frequency of Meetings

The committee meets at least once quarter​ly, and more often if necessary.

Approved:  September 1991

Amended:  April 1995 

Amended:  January 2007
C. Constitution and By-Laws Committee

Committee Chairperson

The Committee Chairperson will be the OADE Recorder.

Committee Membership

1.
Recorder (Chair)

2.
Archivist

3.
Two-Year Member-At-Large

4.
Four-Year Member-At-Large

5.
OADE President (ex-officio member)

Goals

1.
To propose needed changes in the Constitu​tion and By-Laws and to examine all pro​posed amendments (See OADE Constitution, Article VI and By-Laws, Article IX for process)

2.
To encourage OADE membership input in the above goal. (.e.g., article in newsletter can let members know how they can propose amendments and to whom they can be sent.)

3.
To be responsible for the proper formation and circulation of proposed changes to be voted at the annual conference.

4.
To record approved changes to the Polices and Procedures Manual.

Committee Organization The committee chairperson coordinates

committee goals through phone and written communications, calling meetings as needed. The chairperson (or a designee) reports on the committee’s activities at the scheduled meetings of the Executive Board.

Frequency of Meetings

The committee meets at least once quarter​ly, or as deemed necessary by the committee chair and members.

Approved:  November 1990

Amended:  January 1996

D. Information Committee

Committee Chairperson (2)

One Chairperson is the Political Liaison and the other is the Information Coordina​tor. Both positions are selected by the OADE President with the approval of the Executive Board.

Committee Membership

1.
Two Co-Chairs: Political Liaison and Information Coordinator

2.
Journal Editor

3.
Chair of Publicity Committee

4.
Other members are selected by the committee chairpersons. These members will represent various regional areas’ across the state.

5.
OADE President (ex-officio member)

Goals

1.
To disseminate information about critical issues affecting developmental education programs statewide.

2.
To maintain and produce reports as needed from the member program database.

3.
To maintain a membership network for emergency information dissemination.

4.
To gather news and data for use in the newsletter and as requested by the Execu​tive Board.

5.
To utilize resources to improve and promote the image of developmental education and learning assistance programs among legislators, the media, university administrators, and the public.

Committee Organization

The chairpersons set the dates of meetings (at least quarterly), notify committee members of the meeting dates and place, gather agenda items from committee members, type and distribute agendas and chair committee meetings. One or both of the chairpersons (or a designee) report on the committee’s activities at the scheduled meetings of the Executive Board.

Frequency of Meetings

This committee meets at least once quarter​ly, and more often if necessary.








Approved:  October 1987

E. Nominating and Awards Committee

Committee Chairperson

The Chairperson is selected by the OADE President with the approval of the Execu​tive Board.

Committee Membership

1.
Chair

2.
Immediate Past President

3.
Other members are selected by the chair​person, with two members selected to work specifically with the awards

4.
OADE President (ex-officio member)

Goals

1.
To suggest and solicit nominations for OADE officers and OADE awards.

2.
To conduct a yearly election of OADE officers.

3.
To increase participation of OADE members by encouraging their involvement in various committees.

4.
To review award nomination materials and select recipients yearly for all OADE awards (except Presidential Service Award)

5.
To review yearly the awards criteria and make recommendations for change.

Committee Organization

The chairperson coordinates committee goals through phone and written communications, calling meetings as needed. The chairperson (or a designee) reports on the committee’s activities at the scheduled meetings of the Executive Board.

Frequency of Meetings

This committee meets once quarterly, or as is deemed necessary by the committee chair and members.








Approved:  October 1988

F. Publicity Committee

Committee Chairperson

The Chairperson is selected by the OADE President with approval of the Executive

Board.

Committee Membership

1.
Chair

2.
Information Coordinator

3.
Journal Editor

4.
Appointee

5.
Appointee

6.
President (ex-officio member)

Committee Charge

To increase awareness among the public of developmental education in general and

OADE and its work.








Approved:  November 1992

G. Research Committee

Committee Chairperson

The Committee Chairperson is selected by the OADE President with the approval of the Executive Board.

Committee Membership

1.
Chair

2.
Other members are from regional areas and are selected by the Chair.
3.
OADE President (ex-officio member)

Goals

1.
To conduct surveys of students, OADE membership, and institutions in the state of Ohio in order to gather data necessary to help in decision making.

2.
To maintain a record of research activities done by OADE members.

3.
To be a service committee involved in studies which advance or define the status of Developmental Education.

Committee Organization 
The committee chairperson coordinates committee goals through phone and written communication, calling meetings as needed. The chairperson or designee reports on the committee’s activities at the scheduled meetings of the Executive Board.

Frequency of Meetings

The committee meets at least once quarterly, or as is deemed necessary by the committee chair and members.










Approved:  November 1989

Policy/Procedure #5
ELECTION PROCEDURES

5.1
Suggested Timeline (for an October/November conference date)

Call for nominations requested - March/April 
Call for nominations deadline - End May 
Ballots mailed - According to constitution, no later than four weeks before conference. 
Six weeks before is suggested.

Ballots returned - According to constitution, two weeks before conference.

5.2
Eligibility Qualification of Officers

A. There are only two formal qualifications for officers; they must be NADE and OADE members.

B. Suggested qualifications are:
1. Support of an OADE member who nominates the person for office

2. Desire to volunteer time and talents to further the goals of OADE and NADE

3. Willingness to make a time commitment to fulfill the duties of the office, for the term of the office (attending board meetings, serving on committees, working on special projects).
Points to Consider:

Because leadership is developed over time and because new people continue to enter our profession and organization, OADE should remain open to tapping these human resources as they become available. Although the offices of President and President-Elect are usually filled by persons with previous experience in OADE offices or on OADE committees (this is monitored informally through the nomination process and election process because people need to be known to be nominated and voted for) the major qualities needed for leader​ship are less specific.








Approved:  April 1995

Policy/Procedure #6 EXECUTIVE BOARD

6.1
All OADE Executive Board members must be members of NADE.

Approved:  October 1984

6.2
All OADE Executive Board meetings are open to OADE members for the purpose of either providing input for the Executive Boards’ consideration or acting as observers.

Approved:  January 1991
6.3
All OADE Committee Chairs and Special Appointees are encouraged to attend Executive Board meetings to provide input and deliver reports regarding committee activities.

Approved:  October 1987

6.4
The President-Elect is the first designee to receive the NADE Conference Registration fee waiver.
Approved:  September 1992

6.5
OADE will pay the NADE Conference Registration fee for the President.







Approved:  January 1995

24

Policy/Procedure #7
GRANTS

7.1
Professional Development Grant

The OADE Professional Development Grant has been established to promote the professional growth of its members, encouraging projects that will enhance the organization itself as well as the individuals awarded funds from the grant. In order to encourage a broad range of activities, the following areas will be con​sidered:
· Curricular Design

· Research

· Leadership

· Other

OADE grant awards are non-renewable and may be given for no less than $100 and no more than $1500. The number of awards and the funding amounts will be determined by the number and quality of proposals received. Announcement of awards will be made at the annual OADE Conference.

All members of OADE (excluding complimentary members) are eligible to receive awards. The proposal deadline for awards is September 1 of each year.

Award Recipient(s) will present a report to the Executive Board by the October following receipt of the award.

Award recipients will also be invited to share their findings/results with the OADE membership.

Approved:  April 1993

7.2
Professional Development Grant - Funds/Administration

A. A separate line item will be added to the budget, each budget year will begin with $1500 in the fund.

B. Interest earned by the checking account will be added to the fund.

C. This award is administered by the Profes​sional Grants Committee consisting of the OADE 2-year and 4-year Members-at-Large and selected Readers.
D. This fund will be named for a develop​mental education person to be determined later.

Approved:  April 1993

Amended:  April 1995

7.3
Procedures for Applying for the Professional Development Grant

1. Complete the Cover Sheet Form

2. Submit the form with three copies of the appropriate prospectus. Applications will go through blind review, therefore, do not include identifying information on copies of the prospectus.
3. Enclose one copy of your vita, including any previous projects, presentations, and/or publications.

4. Send your proposal, postmarked by September 1 to: OADE Professional Grant Committee.

5. Notification to recipients will be made by October 1 and announced to the general membership at the annual conference.








Approved:  April 1993

OADE PROFESSIONAL DEVELOPMENT GRANT
PROPOSAL COVER SHEET

Replace these forms with Sue Hargrove’s forms .

Applicant

Affiliation

Mailing Address

WORK

TELEPHONE:

HOME

(W)

(H)

(Research, Curricular Design, Leadership, Other)

Category

Title of

the Project

Brief description of the project

Amount of funding requested

Note:
Application must be postmarked no later than September 1.

Mail completed applications to:

OADE Professional Grants Committee

PROSPECTUS FOR RESEARCH PROJECT

1. Definition of Project:  Briefly describe the general area of investigation and the specific focus of your research. Please include the following information:

A. RATIONALE - Explain the rationale underlying your proposal, including background information upon which you plan to build your intended research. Clarify the reasoning which led to your investiga​tion inquiry and include relevant research by others. Your discussion should provide a clear line of inquiry, defining the logic and background of your study.

B. HYPOTHESES - Clearly and carefully state your hypotheses.

C. METHODS - Define the methodology by which you intend to investigate your hypotheses, including step-by-step description of procedures, description of your subjects, and any preliminary steps undertaken before the actual project (i.e., testing items on a questionnaire). Provide a tentative outline for your project.

D. ANALYSIS OF DATA - Describe the method by which you will analyze the results of your study.

E. FUNDING NEEDS - Define your proposed budget. Include costs for materials, services, travel, staffing needs, etc. If the amount you require to complete the project exceeds the amount you are requesting from OADE, clarify how you will acquire the additional funding. OADE may request documentation for expenditures.

2. Applicant Background:  Give a brief description of your professional background and education, concentrating on areas that will be valuable to you in conducting your research. You might include relevant coursework, prior research, work experience, etc.
3. Relevance to Professional Development: Explain how you will achieve professional growth through this project. 

4. Results/Findings: Describe the method you will use to report your results to OADE (i.e. Journal article, paper, presentation at the annual conference).
PROSPECTUS FOR CURRICULAR DESIGN/LEADERSHIP/OTHER PROJECT

1. Definition of the project:  Briefly describe the purpose, structure, and general goals of your project.  Please include the following:
A. OBJECTIVES - List major goals and. objectives. Include the audience for whom the project is intended, the measurable outcomes you expect, and the benefits you anticipate for the general OADE membership. 
B. CONTENT - Outline the structure of the project. Include procedures, materials, and equipment. The outline should demonstrate a logical approach to your goals and objectives.

C. STAFFING - Describe the staffing needs, their functions, qualifications, and any training required for your project.

D. PROJECTED TIME LINE - Identify dates by which you intend to initiate activities and achieve specific results. The time line may be consolidated with the outline.

E. FUNDING NEEDS - Define your proposed budget. Include: -costs for materials, services, travel, staffing needs, etc. If the amount you require to complete the project exceeds the amount you are requesting from OADE, clarify how you will acquire the additional funding. OADE may request documentation for expenditures.

2. Applicant Background:  Give a brief description of your professional background and education, concentrating on areas that will be valuable to you in conducting your research. You might include relevant coursework, prior research, work experience, etc.

3. Relevance to Professional Development:  Explain how you will achieve professional growth through this project.

4. Results/Findings:  Describe the method you will use to report your results to OADE (i.e. Journal article, paper, presentation at the annual conference)

RATING SCALE FOR OADE PROFESSIONAL DEVELOPMENT GRANT

	Maximum


Points
	Points

	20
	

	10
	

	30
	


Replace these forms with Sue Hargrove’s forms .Replace this form with Sue’s forms

1. Type of project:

curricular design
leadership
research
other
2. The following rating scale is for Curricular design/Leadership/Other Projects

Applicant ‘s
A. Need for Project
1) Need for project is shown.
2) Appropriate documentation of need is given.
B. Objectives
1) Objectives are clearly described/stated.
2) Objectives are specific and measurable.
3) Objectives are ambitious but attainable within the project budget and time frame.
4) The audience for the project is appropriate.
5) Objectives, as a set, accomplish the intent of the project

6) The project is beneficial to OADE members

C. Content
1) Activities are described clearly.
2) Activities are well thought out and logical.
3) Outline shows a logical approach to the project goals.
4) Design is high quality.
5) Time line is logical and comprehensive.
D. Staffing
1) Staffing is adequate to see the project succeed.
2) Staffing functions are clearly defined.
3) Staff is qualified by educa​tion and experience to carry out the project.
4) Adequate arrangements are made to train staff if required.
E. Funding Needs
1) Budget is adequate to support project.
2) The costs of project services, materials and equipment are reasonable in relation to the objectives of the project.
3) The costs are realistic in terms of the activities and/or outcomes of the project.
F. Applicant 8ackground
1) The applicant’s training in fields related to the objectives of the project is adequate.
2) The applicant’s professional growth through the project will be achieved.
G. Results/Findings
1) An appropriate method to report to OADE on the project is clearly recorded.

2) The project description pro​vides for the applicant to determine, in specific and measurable ways, the success of the project in
a) making progress toward achieving its objectives

b) achieving its objectives at the end of the project period

3) The following rating scale is for research projects:
a) Rationale
i. Adequate background informa​tion is given

ii. Adequate relevant research is presented

iii. A clear line-of inquiry is discussed

iv. The project is worthwhile

v. The project is important to developmental education

b) Hypotheses
i. Hypotheses are clearly stated.
ii. Hypotheses are significant to the field

c) Methods
i. Methodology is clearly defined
ii. A step-by-step description of procedures is clearly stated.
iii. Subjects are adequately described

iv. Preliminary steps already taken are reported

v. A tentative outline is provided

d) Analysis of Data
i. Method to be used is adequately described.
ii. Analysis will provide for the applicant to determine, in specific and measurable ways, the success of the project in:
a. making progress toward achieving its objectives

b. achieving its objectives at the end of the project period

e) Funding Needs
i. Budget is adequate to support

ii. The costs of project services are reasonable in relation to the objectives of the project.
iii. Materials and equipment requested are reasonable.
iv. If additional funding will be needed, the source is clearly stated.
f) Applicant Background

i. The applicant’s training in fields related to the objectives of the project is adequate.
ii. The applicant’s professional growth through the project will be achieved.
g) Results/Findings
i. An appropriate method to report to OADE on the project is clearly recorded.
ii. The project description provides for the applicant to determine, in specific and measurable ways, the success of the project in
a. making progress toward achieving its objectives

b. achieving its objectives at the end of the project period

Policy/Procedure #8 PROCEDURE FOR IMPEACHMENT / REMOVAL FROM OFFICE -

8.1
Elected Officer:

1)  When an elected officer of the Association shall be deemed as acting or performing in a manner contrary to the purposes of OADE, both explicit and implied, or contrary to the positive advancement of the Associa​tion, or performing the duties and responsibilities of the office held in an insufficient or unsatisfactory manner, such an officer may be removed from that office and the office declared vacant.

2)  When, in the opinion of a majority of the elected officers of the Association (the Executive Board), or upon petition by 50 voting members, the removal of an officer is in the best interests of -the overall Association, the highest ranking officer of the Board remaining shall inform the officer charged in writing of the Board’s decision, or of the membership’s petition, and of the specific reasons for such action.

3)  Such notification must be sent certified mail and allow a time limit for response to such charges from the officer charged of not less than 30 days from the date of receipt of notification. From the time of the Board’s decision until end of the response period and/or resolution of the charges, the officer charged shall be considered “suspended” and without the privileges of office. 
4)  If no response is received from the officer charged by the end of the response period outlined in #3 above, the Board shall inform the officer charged that either the suspension has been rescinded and the officer has been reinstated without prejudice, or the recommendation for removal will be sent to the general OADE membership for a vote.

5)  If the officer charged responds to the Board’s accusations, the officer is entitled to a full hearing before the Board. Convened by the highest ranking officer remaining on the Board, the elected officers shall meet in Executive Session for a resolution of differences. This full hearing shall result in either a full reinstatement or proceeding with the recommendation for removal going to the membership for a vote.

6)  The Board’s recommendation for removal will be presented to the membership for vote. A two-thirds vote of membership responding will result in permanent removal. The highest ranking officer of the Board remaining shall transmit in writing by certified mail the results of the vote to the officer charged, with planations and rights to appeal.

7)  Upon written request of the officer removed, the highest ranking officer remaining shall convene an Appeals Hearing within 45 days of receipt of such request before the following officials:

· one Past President of the Association, agreed upon by the majority of remaining Board Members.

· one Committee Chairperson or Special Appointee, chosen by the majority of remaining Board members with veto rights of the officer removed to a limit of two.

· one member of the practicing profession in good standing in the Association chosen by the officer removed with veto rights of the Board to a limit of two.

Arguments shall be presented by responsible representatives of each side to the officials, whose decision of Reinstatement shall be final. Costs of such a hearing shall be divided between the individual and the Association.

8)  If no response is received from the removed elected officer as a result of the communication in #6 above, decision of removal shall be final and a replacement shall be appointed.

8.2
Appointed Officer
1)  The President may remove any appointed officer when such action is deemed by the President to be in the best interests of OADE. Such action is temporary until confirmed by a majority vote of the Board members. Approval of the President’s replacement appointment shall be con​current with confirmation of the removal.

2)  Formal notification of Board action shall be transmitted in writing and by certified mail to the individual removed within 10 days of such action.

3)  The removed appointed officer may request Board justification for its actions. Such requests must be received within 30 days after receipt of the notification of Board action outlined above in item #2.

4)  Upon receipt of such a request the Board must respond in-writing via certified mail within 30 days. Contents of this response must be approved by a majority vote of Board members.

5)  If the removed appointed officer wishes to challenge the Board’s action, the individual shall, within 10 days, after receipt of the Board’s justification, request a hearing.  The President shall convene a Hearing Committee consisting of three members of the Emeritus Council within 45 days of receipt of this request.

6)  Upon receipt of (1) a copy of the Board’s justifications for removal, (2) a written challenge, with reasons and arguments, forwarded by the removed appointed officer, and (3) other pertinent information deemed necessary, the Hearing Committee shall meet to determine whether the removal was in the best interests of OADE. The Hearing Committee shall forward its conclusions, with any recommended action that may result, to the OADE Executive Board for execution.

Approved:  October 1992

Amended:  April 1995

Policy/Procedure #9 MEMBERSHIP
9.1
OADE will follow the NADE policy regarding release of the OADE membership list. 

Approved:
August 1985

NADE POLICY MEMORANDUM #13

SALE DR DISTRIBUTION OF MEMBERSHIP LIST

It is the obligation of NADE to protect the privacy of its members through control of the association’s membership list. In view of this obligation, the NADE membership list will be distributed or sold in the following circumstances only: 
1. The membership list may be released to NADE members who are engaged in survey research projects of benefit to the field of developmental education with approval of the Executive Board. In such cases, the researcher may obtain the list providing that said researcher agrees to:

a. use the list one time.

b. maintain confidentiality regarding membership information.

c. share research results with the association.

2. The membership list may be released to other profes​sional associations with the approval of the Executive Board on a reciprocal exchange basis. In such cases, neither association may resell the other’s listing nor use it for any purpose except that agreed upon in writing.

3. The membership list may be sold to educational publishers for the purpose of book distribution. In such cases upon the NADE Treasurer’s receipt of a publisher’s request, the list may be sold at a cost of 20 cents per label or 10 cents per name.

4. With approval from the Executive Board, the membership list may be released/sold at 15 cents per label or 10 cents per name to other educational agencies/organiza​tions who are engaged in activities directly related to developmental education and who wish to expose NADE members to these activities.

5. Membership labels will be provided to chapters at a cost of 10 cents per label to cover expenses. A chapter’s membership list will be provided free of charge twice a year upon request.
The NADE membership list will not be released for any purpose other than those noted above without special permission from the Executive Board of the Association.

Approved:  5/22/82

Amended:  5/31/85

        6/11/86

        6/3/88

        2/26/90

9.2
The OADE membership is from January to December. New or renewal memberships paid with the confer​ence registration will be credited to the next calendar year. New memberships paid after September will be credited to the next calendar year, but effective immediately.

Approved:  March 1987

Amended:  March 1995

9.3
Presidents (or their designees) of post-secondary institutions in Ohio should be invited to join OADE and offered a complimentary membership.

Approved:  March 1987

9.4
OADE past presidents and others designated by the OADE Executive Board should be given honorary memberships. Such members are exempt from paying yearly dues.

Approved:  December 1989

Amended:  December 1990

A.
Honorary Members

1.
Ray Miller (1989)

2.
Marlene Rushay (1989)

3.
John Elder (1989)

4.
Diane Vukovich (1989)

5.
George Simmons (1989)

6.
Gene Beckett (1989)

7.
Yvonne Carranza (1989)

8.
Jean Oplier (1990)

9.
Phyllis Salter (1991)

10.
Will Thomas, Jr. (1992)

11.
Luanne Momenee (1993)

12.
Becky Ament (1994)

13.
Claudia Barrett (1995)

14.       Phyllis Thompson (1996)

15.       Ruth Porter (1997)

16.       David Miller (1998)

17.       Carol O'Shea (1999)

18.       Rick Myers (2000)

19.       Betsy O'Connor (2001)

20.       David Miller (2002)

21.       Kelly Sanchez (2003)

22.       Kathy Buttermore (2004)

23.       Julia Beyeler (2005)

24.       W. David Hall (2006)

25.       Marge Bartelt (2007)

26.       David Haiduc  (2008)

27.       Tracy Koski (2009)

B.
Honorary members automatically become life members once they retire.
Approved:  September 1991

9.5
Life memberships are available to retired develop​mental education professionals. Life members pay a one-time membership fee, as set by the Executive Board. Life members are exempt from paying the annual OADE Conference registration.

Approved:  December 1990

9.6
A membership directory will be updated and mailed out yearly to members.

Approved:  January 1994

Policy/Procedure #10 PUBLICATIONS

10.1
Publications of OADE will be the OADE Newsletter and the OADE Journal, “The Journal of Teaching and Learning”.

A.
The OADE Newsletter will publish timely issues and will be published four times a year. Items that will be included:  a calendar of events, announcements, The President’s Column, Political Liaison’s Column, SIG Notes, ​Conference news and election information. The Journal Associate Editors will serve as co-editors.

Approved:  November 1984

Amended:  November 1986

       November 1990

           January 1992

           April 1994

B.
The OADE Journal, “The Journal of Teaching and Learning” is a scholarly publication which will contain informative articles about developmental education and related areas. The Journal will be published twice a year, fall and spring.

Approved:  April 1994

10.2
Complimentary copies of the OADE Newsletter and Journal should be sent to:

A.
Key officials at the Ohio Board of Regents

Approved:  November 1984

B.
NADE Executive Board Members

C.
NADE State Chapter Presidents
Approved:  March 1987

Amended:  June 1995

   January 1996

D.
Key legislators

Approved:  August 1989

E.
Honorary members








Approved:  December 1989
10.3
The OADE Journal and Newsletter will have the following advertising rate

Inside Covers
$100 per half page

$200 per full page

Inside Pages
$50 per half page

$100 per full page

Advertising income will not be calculated into the annual budget of the Journal. This income will be additional income to the general fund of OADE which may be, but not limited to, used to offset extraordinary expenses in the publication of the Journal.

Approved:  February 1992

Amended:  January 1996

10.4
A library/institution subscription rate to the Journal will be $20.








Approved:  January 1994


?  ASSOCIATE JOURNAL EDITOR(S) This page was messed up and needs re-typed

Policy/Procedure #11 SPECIAL APPOINTEES

11.1
All special appointees are appointed by the President with the approval of the Executive Board.










Approved:  November 1990
11.2
Special Appointees are

A. ARCHIVIST
1. The duties of the OADE Archivist are:

a. to locate records and to store these same records (minutes of OADE meetings, financial records, conference programs, newsletters, Journals, committee membership lists, and other relevant documents) in a central location.
b. to maintain and update these archives by requesting (either through mail or telephone) all past and current docu​ments and communications.
c. to be able to access easily, use, and to clarify the above documents.
d. to contribute to updating the OADE history

e. to annually review and update the OADE Policy and Procedures Manual with Recorder and President-elect
f. to have all information labeled, dated, and stored for safe keeping and for passing on to successive archivists.
Approved:  June 1989
2. The Archivist is a standing member of the Constitution and By-Laws Committee.
Approved:  November 1990
B. ASSOCIATE JOURNAL EDITOR(S)
1. The OADE Associate Journal Editor(s) assist the OADE Journal Editor(s) assist the OADE Journal Editor with:

a. editorial decisions concerning format, style, layout, content

and submission procedures.

b. preparation and publication of the Journal.

c. business affairs of the Journal.

d. mailings of the Journal.

2. The OADE Associate Journal Editor(s) serve as co-editors of the OADE
Newsletter.

Approved:  January 1992

Amended:  April 1994

C. INFORMATION COORDINATOR
The goals of the OADE Information Coordinator are:

1. to administer the OADE Network and handle the flow of information between committees, the Executive Board, and the membership.

2. to maintain the OADE Program Information Database.

3. to assist the Political Liaison where needed.

4. to serve as Co-Chair of the Information Committee (see

Policy/Procedure #3 - Goals of OADE Information Committee).

Approved:  November 1990

D. JOURNAL EDITOR
1. The duties of the OADE Journal Editor are:

a. to compile information for “The Journal of Teaching and Learning.” ​

b. to make editorial decisions concerning format, style, layout, content, and submission procedures of the Journal.

c. to prepare, publish, and mail out two Journals per year.

d. to oversee the business affairs of the Journal.

2.
The Journal Editor is a standing member of the Information and Publicity Committees.

Approved:  January 1992

Amended:  April 1994

E. NEWSLETTER EDITOR
1. The duties of the OADE Newsletter Editor are:

a. to compile information for the Newsletter

b. to make editorial decisions concerning format, style, layout, content, and submission procedures of the Newsletter

c. to prepare, publish, and mail out four Newsletters per year
d. to oversee the business affairs of the Newsletter.
2. The Newsletter Editor is a standing member of the Information and Publicity committee.










Approved:  November 1984










Amended:  November 1986










       
       January 1992










       
       April 1994

F. NEWSLETTER ASSOCIATE EDITOR
The OADE Associate Newsletter Editor(s) assist the OADE Newsletter Editor with:

1. editorial decisions concerning format, style, layout, content and submission procedures.
2.
preparation and publication of the Newsletter.
3.
business affairs of the Newsletter.
4.
mailings of the Newsletter.







Approved:  December 1987








Amended:  January 1992









       April 1994

Note:  E and F can be titled Co-editors.  See B, Associate Journal Editor.
G. MEMBERSHIP COORDINATOR
The goals of the OADE Membership Coordinator are:

1. to recruit new members and retain old members in an attempt to increase the 

number of OADE members each year.

2.
to collect membership fees and send them to the Treasurer.

3.
to encourage membership in OADE from each institution in the state.

4.
to maintain and make accessible ​record files and mailing labels for OADE Committees and members and other databases used for OADE communications.

5.
to provide OADE membership information to NADE and to coordinate joint membership activities for OADE and NADE.

6.
to explore and make recommendations for raising OADE dues.

7.
to update and coordinate the printing and distribution of the OADE membership brochure and the membership directory.

Approved:  November 1990

Amended:  January 1996

H. POLITICAL LIAISON
The goals of the OADE Political Liaison are:

1.
to monitor legislation and update the OADE Board and members through “Legislative Updates” in the OADE Journal.

2.
to maintain liaisons with legislators.

3.
to attend legislative functions as needed.

4.
to formulate position statements on issues affecting developmental education.

5.
to serve as Co-Chair of the Information Committee, coordinating activities with the Information Coordinator. (See Policy/Procedures #3 - Goals of OADE Information Committee).

Approved:  January 1987

I. SPECIAL INTEREST GROUP (SIG) COORDINATOR 
The goals of the OADE SIG Coordinator are:

1. Foster the development of “group identity” within each SIG -

a. by establishing communication with the SIG Leaders on an on-going basis.

b. by promoting communication with the NADE SIG Leaders and SIG Leaders from other state and regional associations.

c. by promoting both formal and informal meetings of the SIGs at the annual

OADE Conference.

d. by promoting attendance at SIG meetings at the NADE annual conference.
2. Promote the identity of the SIG within the State association:

a. by encouraging SIG Leaders to publish SIG notes in the OADE Journal.

b. by promoting the inclusion of speakers of special interest to each SIG at the annual OADE Conference. 
c. by promoting attendance at the regular SIG meetings and coordinating with the SIG Leaders to determine the agenda topics. 
3. Maintain an updated SIG Membership Directory.
Approved:  November 1989

Amended:  January 1996

J. TECHNICAL CONSULTANT
The goals of the OADE Technical Consultant are:
1. to advise the OADE Board on all matters pertaining to the use of modern technology and computers (software and hardware) as a means for gathering data.

2. to serve as a member of the Information Committee.

Approved:  November 1989

K. Conference Chair

1. 1A
After the board determines general location of the conference, the Conference Chair will search for specific sites and present options to the Board for their consideration and approval.

2. 1B
The conference budget report on options is to include suggested registration fees and an itemization of major expenses, such as meeting room and equipment rentals, keynote speaker costs, and food for each site.










Approved:  January 2007

3. 1C
Following the board’s approval of a specific site and expenses, the Conference Chair has the authority to enter into contractual agreements on behalf of the Board.

4. 1D
Should an action requiring board approval need to be taken between Board meetings, the Conference Chair will contact the OADE President who will call for an electronic discussion and vote by the Board.

5.   2
The Treasurer will serve on the conference committee, and the Chair will solicit additional committee members, one of whom will serve as the on-site coordinator.

6.   3
After the conference, the Chair and committee will provide the Board with a summary of conference evaluations, financial reports, and recommendations for future conferences.









Approved:  January 2007

Policy/Procedure #12 SPECIAL INTEREST GROUPS (SIG’s)

12.1
As the need arises, Special Interest Group (SIGs) may be added or deleted by the President with the approval of the Executive Board.

Approved:  November 1989

12.2
The following SIGs have been formed:

A. Administration

B. Counseling/Advising

C. Learning Disabilities

D. Mathematics

E. Part-time/Adjunct Faculty

F. Reading

G. Science

H. Study Skills
I. Tutoring

J. Writing

Approved:  November 1989

12.3
SIG Leaders are chosen by the SIG coordinator from volunteers and other SIG participants.

Approved:  November 1989
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