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Codes of Operation
Utah Association for Health, Physical Education, 

Recreation and Dance

AMENDMENTS TO THE CODE:

This operating code may be revised when recommended by the Executive Committee, and approved by the Board of Directors. 
GOVERNANCE
Section 1.

The governing organization of the Association shall include the Executive Committee, Board of Directors, and officers and committees legally constituted as provided in the Bylaws. 

Section 2.

The Executive Committee shall consist of the current, elect, and past presidents, the Executive Director (non- voting), the Secretary (non-voting) and the Treasurer (non-voting), and shall perform such duties between meetings of the Board of Directors as the Board may authorize.  It shall have the power to act upon questions requiring immediate decisions, provided that none of its acts shall exceed the authority granted by the Board of Directors.
Section 3.

The Board of Directors shall consist of the Executive Committee (including the non-voting members) plus the current and elect Division Vice Presidents.  Other appointed officers or standing committee chairs may attend as invited by the President.  The BOD shall initiate and transact all business necessary for the administration of the Association.  The Board of Directors shall review and approve budgets, policies, and activities of the Association, approve new structures, and periodically review existing structures.

Section 4.

Codes of Operation shall govern the conduct of the Board of Directors, the Executive Committee, and the standing committees of the Association.

FINANCE
Section 1.
The Executive Committee shall prepare a proposed annual budget for consideration by the Board of Directors.  The Board of Directors shall meet at least annually to edit, amend, re-write, and reject or approve the budget submitted by the Executive Committee.  
Section 2.
The fiscal year shall extend from June 1 through May 31.
Section 3.
Budgeted expenses incurred by members of the Executive Committee and the Board of 



Directors shall be submitted to the Treasurer for reimbursement within 30 days of incurring the 


expense.

Section 4.
The state Association shall assess dues from the members and charge a registration fee for the 


annual convention.  Annual dues for membership shall be $15 for professionals and $10 for 


students or para-professionals.  Convention fees shall be $35 for professionals and $20 for 


students or para-professionals.  These fees may be modified by the Executive Committee with  


approved by the Board of Directors at any time.
Section 5.
See bylaws section XV for Federal Tax Exempt Statements.
THE OFFICE OF PRESIDENT


I.
NAME:

The name of the office shall be President of the Utah Association for Health, Physical Education, Recreation and Dance.


II.
PURPOSE:

The purpose of the office of President shall be to provide leadership in the support and promotion of all activities of the Utah Association for Health, Physical Education, Recreation and Dance.


III.
ORGANIZATION:



A.
The President shall operate between annual meetings through the Board of Directors as defined in the Constitution.

B.
The President-Elect shall act for the President in his or her absence, and in the case of resignation or death of the President, the President-elect shall succeed him or her for the unexpired term.

C.
The President shall schedule Board of Directors' Meetings at any time deemed necessary during and between annual conventions. 


IV.
DUTIES:

A.
General Duties:

The President shall:

1.
Call and preside at all meetings of the Board of Directors during his/her term of office.

2.
Preside at the General Session of the annual convention.
3.
Perform such presidential duties as are prescribed by the Constitution and Bylaws and other official duties which normally are the responsibility of the Executive officer.

4.
Appoint replacements of Standing Committee Chairpersons where necessary and also committee member replacements with the approval of the Board of Directors and as prescribed by the Constitution and Bylaws

5.
Appoint any special committees deemed necessary for the good of the UAHPERD.

6.
Work in close cooperation with the secretary and act through that office in such routine matters as reports, mailings, announcements and correspondence.

7.
Prepare the President's Message with periodic updates for the UAHPERD Web Site.

8.
Give guidance and provide leadership to all members of the Board of Directors.

9.
Act as an ex-officio member of all committees. Oversee the work of all committee chairpersons and coordinate all activities of the Association.

10.
Review all codes in order to gain a clear understanding of all facets of the Association.

11.
Prepare Presidential reports for the Board of Directors to keep them informed concerning the activities of the President and of the Association.

12.
Keep a complete file of all pertinent correspondence and materials to be passed on to the new President. Oversee the organization and dissemination of all pertinent material to all new officers.

13.
Represent the UAHPERD at the Representative Assembly of the AAHPERD as the first delegate. UAHPERD provides $200 towards expenses if in attendance for all R.A. meetings. If the President or President-elect can not attend the R.A., another member of the board should be appointed by the President with approval of the Board.

14.
Serve as a voting member of the Board of Directors of the Southwest District of the AAHPERD. Expenses to the Fall Board Meeting is paid by SWD.

15.
Serve as liaison with the AAHPERD and SWD by:

a.
Submitting state information to SWD and AAHPERD and disseminating pertinent SWD and AAHPERD material to members of the UAHPERD Board of Directors.

b.
Cooperating in all SWD and AAHPERD projects where possible.

c.
Recommending state members to SWD and AAHPERD Committees as requested. 




16.
Appoint with the approval of the Board of Directors:






Executive Director






Secretary






Treasurer






Web Master


These appointees may serve multiple terms with the approval of the 
current president.



17.
The President may present Presidential Citations or Service Awards to worthy members or non-member recipients.  UAHPERD funds may be used for this purpose up to a reasonable amount which must be approved by the BOD. 
B.
Special Duties in connection with the Convention:

1.
Act as manager of the convention; work closely with the President-elect and Division Vice-Presidents in planning and carrying out the convention.

a.
Select the theme for the convention.

b.
Select the General Session speaker or arrange for demonstrations, etc.

c.
Assist in the selection and placement of other program participants when requested.

d.
Preside over all program planning segments of the Board meetings.

e.
Distribute all forms and information pertaining to the convention to appropriate convention planning personnel.


f.
Appoint committee members to assist with finance, registration, 
program printing, technical help for presenters, hospitality, publicity, 
transportation, A-V, VIP guests, exhibits, etc.


g.
Check on:

1.
Registration procedures

2.
Platform guests

3.
Special events

4.
Exhibitors' arrangements
2.
At the conclusion of the convention:

a.
Transfer all files to the new President.

b.
Send letters of appreciation to all who contributed to the success of the convention and to other activities over the year.

c.
Receive the Treasurer’s report on income and expenses for the annual convention.


e.
Prepare a report to present at the first meeting after the annual convention.


f.
Secure all of the necessary information for people expecting to participate 
in the convention.


g.
Keep a file of all pertinent correspondence and materials to be passed on 
to the next convention manager.


h.
Be readily available at all times during the convention in order to handle 
congestion.


i.
Submit to the Treasurer any information needed for the financial report 60 
days after the convention. 

THE OFFICE OF PRESIDENT-ELECT

I.
NAME:

The name of the office shall be President-elect of the Utah Association of Health, Physical Education, Recreation and Dance.

II.
PURPOSES:

A.
The President-elect shall act for the President in his/her absence and, in the case of death or resignation of the President, the President-elect shall succeed the President for his or her unexpired term.

B.
To assist the President in the business, convention program, and activities of the UAHPERD.

C.
To keep informed concerning all of the business of the Utah Association and be ready at any time to assume the duties of President in case of need. 

III.
ORGANIZATION:

A.
The President-elect shall be elected at the annual convention of the UAHPERD and shall hold office for one year or until replaced.

B.
The President-elect automatically succeeds to the office of President at the end of his or her expired term. 

IV.
DUTIES:

A.
General Duties

The President-elect shall:

1.
Attend all meetings of the Board of Directors as a voting member.

2.
Prepare President-elect reports for the Board of Directors to keep them informed concerning the activities of the President-elect


3.
Act for the President in his or her absence and shall automatically become President when the office becomes vacant.

4.
Call and preside at the meeting with the new Board of Directors at the end of the annual convention.

5.
Attend the June LDC meeting in Washington, D.C. that is held for District Representatives, District President-Elects, and State President-elects. UAHPERD and SWD pay a budgeted amount to defray cost.

6.
Represent the UAHPERD at the Representative Assembly of the AAHPERD as the second delegate. UAHPERD provides $200 toward expenses if all R.A. Meetings are attended.

B.
Special Duties in Connection with the Convention:

The President-elect shall:

a.
Work closely with the president and the program planning personnel in planning and carrying out the convention.

b.
Prepare the convention program for printing. Check on:

1.
Printed program cover

2.
Program format

3.
Roster of the UAHPERD Board of Directors and Committee Chairperson 

c.
At the conclusion of the convention:

1.
Assume all responsibilities of the president at the conclusion of the General Session of the Convention.

2.
Complete reports and files and turn over materials to the new President-elect

3.
Update the Code of Operations for the office of President-elect and make any suggested changes to the Board of Directors. Transfer code to the new President-elect

4.
Be prepared to propose committee appointments for the coming year. Consider that it is well to start this job early in the term of office. Where replacements on committees are needed, it is desirable to get suggestions from Board members. Committee Chairpersons are all appointed by the president and, where standing committees are concerned, the chairperson should be chosen from the committee membership. The choice of personnel on the president's committees is a full prerogative of the President-elect.  All committee appointments are at his or her discretion. It is desirable to consider balanced geographical and professional areas (health, physical education, dance and physical activity - recreation representation). These committees should be complete and ready to function at the start of the new administration. 

THE OFFICE OF PAST PRESIDENT


I.
NAME:

The name of the office shall be Past-President of the Utah Association for Health, Physical Education, Recreation and Dance.


II.
PURPOSE:

The purpose of the office of Past-President shall be to advise and assist the President in the business, program and activities of the UAHPERD.


III.
ORGANIZATION:

The outgoing President of the UAHPERD shall be designated the Past-President at the conclusion of the General Session of the annual convention.


IV.
DUTIES:

A.
General Duties

The Past-President shall:

1.
Perform such duties as are prescribed in the Constitution and Bylaws.

2.
Be a voting member of the Board of Directors.

3.
Prepare Past-President's reports for the Board of Directors to keep them informed concerning the activities of the Past-President.

4.
Serve as Chairperson of the Nominating Committee.

5.
Present to the President the Service Award at the conclusion of the General Session. 

B.
Special Duties in Connection with Nominating Committee.  (See Standing Committees, Nominating Committee):

The Past-President shall:

1.
At an early date contact in writing the other members of the Nominating Committee.

2.
Read, study, and follow carefully the Code of Operation for the Nominating Committee.

3.
Be responsible for preparing a slate of officers with two candidates for each available position.

4.
Send biographical information and pictures of candidates to the Editor of the UAHPERD Journal by August 15 or the date set by Editor of the Journal.

5.
Conduct the election at the annual UAHPERD Convention. 

THE EXECUTIVE DIRECTOR
The Executive Director shall operate under the direction of the Executive Committee and shall carry out such duties as assigned by the Executive Committee for the purpose of expediting the Mission of UAHPERD.  The Executive Director shall normally also serve as the Treasurer, conditional upon appointment by each new President Elect.
THE OFFICE OF SECRETARY


I.
NAME:

The name of the office shall be Secretary of the Utah Association for Health, Physical Education, Recreation and Dance.


II.
PURPOSE:

The purpose of the office of Secretary shall be to provide a permanent record of all proceedings of the UAHPERD Board of Directors, including minutes and reports from individual Board members.


III.
DUTIES:

1.
Take minutes of all UAHPERD Board meetings.

2.
Distribute copies of minutes to all UAHPERD Board members two weeks after the Board meeting.

3.
Send copies of the UAHPERD Board minutes to the AAHPERD office.

4.
Prepare, update, and distribute the UAHPERD Board directory.

5.
Handle any correspondence as requested by the UAHPERD President.

6.
Keep an accurate, ongoing record of minutes of UAHPERD Board meetings.

7.
Keep an identical notebook with all the above information (directory, minutes, convention program, etc.) to submit to the UAHPERD Archivist at the end of the year.

8.
Perform other duties as may be delegated by the Board of Directors. 

THE OFFICE OF TREASURER


I.
NAME:

Treasurer of the Utah Association of Health, Physical Education, Recreation and Dance.


II.
PURPOSE:

The purpose of the office of Treasurer shall be to keep accurate records of all the financial transactions of UAHPERD.


III.
ORGANIZATION:

The office of Treasurer is an appointed position made by the President for a three year term.


IV.
DUTIES OF THE TREASURER:

The duties of the Treasurer shall be as follows:

A.
Keep accurate record of all income (receipts) and expenses (disbursements) of the organization. Establish an account ledger in which to record all the financial transactions of UAHPERD.

B.
Administer the checking and savings accounts for the organization.

1.
UAHPERD Checking Account (general operating fund). Money from this account is disbursed by the Treasurer for the operating of UAHPERD.

2.
UAHPERD Savings Account (Money Market or CD's). Money not needed for the operating expenses of the organization is placed in Money Markets or CD Savings Accounts as determined by Budget and Finance Committee/Executive Committee.

3.
UAHPERD Convention Account. This account is established by the Convention Manager. Receipts from the convention membership, registration, exhibitors, and other income, as well as expenses, are handled by the Convention Manager/Executive Committee or may be delegated to the Treasurer.

C.
Disburse funds according to the annual allocation to UAHPERD BOD.

1.
Expenses incurred within the jurisdiction of their office. Receipts are required for reimbursement. Request for funds forms must be completed.

2.
Expenses for President-elect to attend the LDC conference and for the


Assembly Delegate for the National Convention. The amount of 


reimbursement to be stipulated by the current budget and the Executive

Committee.


D.
Prepare financial statements for:

1.
UAHPERD Board Members at the fall BOD meeting.

2.
UAHPERD Board Members at the first meeting following the state convention. 

E.
Prepare a statement of cash receipts and disbursements for the year (June 1 - May 31) for National AAHPERD. This is a financial report for the entire fiscal year. Special forms are provided by the National Office. In order to complete, records are to be kept for expenses paid for travel, newsletters, professional programs, contributions, governance, convention expenses, operating expenses and any salaries.

F.
Establish a bank account to house the general operating funds for AAHPERD. The Treasurer will open a checking account, transfer UAHPERD to the account, and order checks with respective letterhead.  Any two signatures from the Treasurer and/or the Executive Committee shall be required on all checks
G.
Annual Audit: Be responsible for having an annual audit of the books and accounts of UAHPERD by a qualified individual. The audit statement is to be presented to the Executive Board at the end of the fiscal year (June 1 - May 31). 

THE OFFICE OF 

DIVISION VICE-PRESIDENTS


I.
NAME:

The name of the offices shall be Division Vice-President of Health, Physical Education, Physical Activity and Recreation, Dance and Sport respectively.

II.
PURPOSE:

The purposes of the office of Division Vice-presidents shall be:

To provide leadership in the various areas.

To coordinate activities within the state.

To promote representative programs at the State convention.

To stimulate good public relations in the various fields.

To encourage and stimulate the professional development of individuals involved in the respective areas.


III.
ORGANIZATION:

A The UAHPERD shall consist of the following Divisions:

1.
Dance

2.
Health
3.
Physical Education
4.
Elementary Physical Education
5.
Physical Activity and Recreation
6.
Sport 

B.
Division Vice-presidents Elect will become new Vice-presidents and shall automatically assume the duties of their office at the close of the Annual State Convention and shall serve for a period of one year.

C.
In the event that the resignation of a Vice-president becomes necessary, the officer shall submit his/her resignation in writing to the UAHPERD President.

D.
Vacancies caused by death or resignation or change of residence from the State shall be filled by the Vice-president Elect for the unexpired term.


IV.
DUTIES

A.
Vice Presidents shall:

1.
Assume office immediately following the annual state convention in which he/she has served as Vice President-elect

2.
Serve as a member of the UAHPERD Board of Directors.

3.
Provide the President, in writing, home and professional addresses during his/her term of office.

4.
Attend all pertinent meetings.

5.
Submit a written report of all pertinent activities at the Board as requested.


6.
Serve as Chairperson for their respective divisions and shall act as a clearing house for all matters concerning the division.

7.
Assign appropriate duties to the Vice President-elect

8.
Be responsible for the planning and arrangements necessary for the division meetings at the STATE UAHPERD Convention and shall act as the chairperson.

9.
Submit an outline of Division demonstrations, meeting plans, speakers, to the BOD.

10.
Coordinate the selection of the professional of the year award by soliciting nominations and verifying their meeting the criteria.

11.
Responsible to see that articles are submitted by the Vice President-elect for the newsletter and other publications. 

B.
Vice President-elect shall:

1.
Assume office immediately following his/her election at the annual state convention.

2.
Assist the Vice President in conducting professional activities within the Division.

3.
Be a member of the Convention Planning Committee.

4.
Serve as a member of the BOD and attend the Board Meetings.

5.
Attend the annual convention and help with the program. 

DIVISION VICE-PRESIDENTS ELECT


I.
NAME:

The name of the office shall be Division Vice-presidents Elect of the Utah Association for Health, Physical Education, Recreation and Dance.


II.
PURPOSE:

A.
The purpose of the office of Division Vice-presidents elect shall be to assist the Division Vice-presidents in the business, convention program, and activities of their respective division.

B.
The Division Vice-presidents Elect shall act for the Division Vice-president in his or her absence and, in the case of death or resignation of the Division Vice-president, the Division Vice-president Elect shall succeed the Division Vice-president for his or her unexpired term. 


III.
ORGANIZATION:

A.
There shall be a Vice-president Elect of each division of the UAHPERD.

B.
The names of qualified candidates shall be placed on the ballot with other officer candidates and shall be voted upon by the voting membership of the Utah Association at the General Session of the Annual State Convention.

C.
The Vice-president Elect shall automatically assume the duties of office at the close of the Annual Convention Meetings and shall serve for a period of one year at which time he or she assumes the office of Division Vice-president

D.
Vacancies caused by death, resignation or change of residence from the state shall be filled by the Board of Directors of the UAHPERD.


IV.
DUTIES

A.
Immediately upon assuming office, the Vice-president Elect shall provide the President, in writing, home and professional addresses.

B.
As members of the Board of Directors, Vice Presidents Elect shall meet with this body whenever meetings are called by the President.

C.
The Vice-president Elect is responsible to work closely with the Vice-president, to attend all meetings as called and to preside over the division in the absence of the Vice-president.

D.
The Vice-president Elect shall appoint individuals to summarize and evaluate their meetings for Convention Records. One copy is to be retained in the Division files and one copy to be submitted to the Association President.

E.
The Vice-president Elect shall assist the Vice-president with the planning and arrangements necessary for division meetings.

F.
All Vice-presidents Elect are to become familiar with the national and district policies and procedures and carry them out as therein prescribed.
STANDING COMMITTEES
A.
The Nominating Committee

I.
NAME:

The name of this committee shall be the Nominating Committee of the Utah Association for Health, Physical Education, Recreation and Dance.

II.
PURPOSE:

The purpose of the Nominating Committee shall be to secure, submit, and present the candidates eligible for each office on the slate of officers to be voted upon by the professional membership at the Annual General Session of the Utah Association for Health, Physical Education, Recreation and Dance.

III.
ORGANIZATION:

The Nominating Committee shall consist of the Past-President acting as chairperson and the current Vice-presidents of the five divisions serving as committee members.

IV.
DUTIES

A.
The chairperson of the Nominating Committee shall publish the names and addresses of the Nominating Committee in the Spring Edition of the UAHPERD Website, requesting members of the association to send suggestions for nominations to any member of the said committee.

B.
Each member of the committee shall submit the names of at least two candidates for his/her respective office.

C.
The Nominating Committee shall arrive at a final selection of two candidates for each office by an eliminative procedure of their own devising.

D.
The Nominating Committee shall secure in writing the acceptance of each candidate before placing his/her name on the ballot.

E.
The Nominating Committee member shall request submission from the candidate of a biographical form and picture.

F.
To be eligible for an office in the association, the candidate must be a member in good standing at least one year prior to the nomination.

G.
The committee shall prepare a slate of candidates for each of the following offices:




1.
President Elect




2.
Division V.P.s elect for:





A.
Health





B.
Physical Education





C.
Physical Activity, and Recreation




D.
Dance





E.
Sport




H.
The committee shall submit qualifications of the candidates to the membership in 
the Fall edition of the UAHPERD Website one month prior to the annual Fall 
convention.


I.
The chairperson shall present the names of the candidates at the General Session 
of the annual UAHPERD State Convention and the President is to invite 
nominations from the floor.


J.
The officers shall be elected by the Professional Membership by secret ballot at 
the Annual UAHPERD Convention. The Nominating Committee shall prepare 
and provide the ballots for the voting membership at the General Session.


K.
Winners shall be declared by a plurality vote (a larger vote than any other 
candidate).


L.
The chairperson shall appoint three tellers to count the ballots.


M.
Written election results shall be handed to the President of the Association who 
will announce the results to the general membership.


N.
The incoming officers shall serve for a one-year period beginning immediately 
after the close of the Annual UAHPERD Convention as an officer-elect, and shall 
automatically succeed to the office to which they have been elected at the end of 
the next annual convention.


O.
The Nominating Committee shall be terminated upon the completion of its 
selection duties.  
B.
The Webmaster

I.
NAME:


The name of this appointed office shall be UAHPERD Webmaster.

II.
PURPOSE:


To create and regularly update a web page for UAHPERD with the approval of the executive committee.

III.
ORGANIZATION:

A.
The Webmaster is appointed by the President and is not required to be a member.

B.
The Webmaster may be paid a salary approved annually by the Executive Committee

IV.
DUTIES



A.
Maintain and update the UAHPERD Webpage.



B.
The Webpage shall contain information in the following categories.




1.
Directory of Officers




2.
Membership application forms.




3.
Announcements of important coming events including the next state convention.




4.
A message from the President.




5.
UAHPERD Mission Statement.




6.
Announcements of awards available including nomination forms, and a list of recent past recipients.




7.
Links of other web sites of interest to members.




8.
Other information as deemed appropriate by the Executive Committee.

C.
The Constitution and Codes Committee

The constitution and Codes committee shall consist of the three presidents with the current president acting as chair.  Changes in the Constitution and Codes document shall be proposed by the three presidents, approved by the BOG.  Approved changes shall be posted on the UAHPERD Web Site at least one month prior to the convention.

D.
The Public Relations and Advocacy Committee


The Public Relations and Advocacy Committee shall consist of the three presidents with the current president acting as chair.  This committee shall be responsible for all information relating to UAHPERD and its policies and procedures released to the media.  This committee shall also be responsible to develop and foster relationships with elected officers in the State of Utah so that issues at the local and state level relating to the mission of UAHPERD are presented to legislators with arguments encouraging them to pass or approve legislation compatible with that mission.

E.
The Jump Rope and Hoops for Heart Committee

I.
NAME:

Jump Rope and Hoops for Heart Committee.


II.
PURPOSE:

A.
The chairperson shall coordinate all state wide Jump Rope for Heart events.

B.
The committee will keep the President and the BOD apprised as to the status of Jump Rope for Heart.


III.
ORGANIZATION / MEMBERSHIP:

A.
The chairperson shall be appointed by the President with the approval of the BOD. The term shall be 3 years. Additional terms will be added at the discretion of the President with the consent of the chairperson involved.

B.
A representative from each county shall be appointed by the chair to serve on the committee. Each representative shall serve three years. 


IV.
DUTIES / CONDUCT OF BUSINESS:

A.
The chairperson shall communicate regularly with the committee.

B.
The chairperson shall provide each member of the committee with a current constitution, bylaws and Code of Operations.

C.
When needed, the chairperson shall call a meeting at the annual convention.

D.
The chairperson shall secure and plan convention sessions and workshops.

E.
The chairperson, with the assistance of the committee, shall organize the all-state Demo team.

F.
The chairperson shall ensure reimbursement of the Demo team's expenses up to the allotted amount.

G.
The chairperson shall present a written report to the BOD at their scheduled meetings.

H.
The chairperson shall develop a file of correspondence to pass on to the next chair. 
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