NACADA INCLUSION & ENGAGEMENT COMMITTEE

The role of the IEC (updated September 2021 by the Board of Directors) is to meet the inclusion and
engagement needs of NACADA's diverse membership by:

e Developing and implementing an assessment process/cycle

e Analyzing and reviewing trends in the assessment data

e Researching and recommending effective methods and practices throughout the association.

e Create an ongoing, three-year assessment cycle, while recognizing there may be one-time,
specific assessments that complement this cycle.

e Develop a standardized assessment instrument/tool that can be used for NACADA events and
programs at every level (i.e., state, regional, global) with flexibility for “add-ons” when specific
needs arise.

e Provide recommendations for training to the Inclusion & Engagement Training Advisory Board

e Ensure committee includes members with an assessment background

Membership: IEC members serve a two-year term and meet yearly on-site at the NACADA annual
conference. Online meetings via the Zoom platform take place as needed throughout the year.

Responsibilities of All Members

1. Annual committee meeting
a. Who/When — All committee members are expected to attend the yearly meeting at Annual
Conference (which generally takes place in early October) and contribute to the discussion
as needed. The exact day and time of the meeting varies and is determined by the Annual
Conference coordinator, but meetings may be held on “pre-conference workshop” day.
b. What — Business that needs to take place at this meeting will vary from year to year, but the
following will be addressed every year:
e Subcommittees (if needed) named
e Goals for the coming year determined

2. Online meetings
a. Who/What/When — All members are expected to attend any online called by the Chair and
give input to the conversation as needed.
3. Subcommittee(s)

a. Who/What — Subcommittee contributions all support the committee’s mission. As the
needs of the association change, so do subcommittees and their efforts.

Responsibilities of the Chair (in addition to those listed under “All Member” responsibilities)

1. Annual meeting preparation and facilitation
a. Who/What/When — Over the summer, the Chair works with the Past Chair, Incoming Chair
(when appropriate), and the EO Liaison to develop the Agenda for each year’s Annual
Conference meeting, and then facilitates the meeting during conference.
2. Administrative Division meetings
a. Who/What/When — The Chair is expected to attend (in person) the yearly Administrative
Division Meeting (which generally takes place during the afternoon on the day prior to the
Annual Conference “pre-con” day), as well as online meetings as called by the Division
Representatives throughout the year (via Zoom). The Chair will communicate information
gleaned from these meeting to committee members as appropriate.
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3. Committee Member identification/recruitment

a. Who/What — The Chair works with the EO Liaison (and the Incoming Chair when
appropriate) to identify and recruit potential new committee members.

b. When - Identification of potential new members should be ongoing and possibilities shared
with the EO Liaison. Recruitment may begin during the Annual Conference meeting or any
time thereafter. Recruitment for the term that will begin in October should be complete by
April 15t and posted to the web by April 15 to give the Conference Coordinator adequate
time to schedule appropriately.

4. Subcommittees

a. What/When — The Chair serves on all subcommittees, but appoints leads for these groups
as appropriate.

5. Committee Chair recruitment

a. Who/What — The Chair works with committee members and the Executive Office Liaison to
identify (from qualified members) and recruit candidates to run for election.

b. When - Nomination is made in early fall for February elections. Recruiting may take place
prior to or during the Annual Conference meeting.

6. Reports

a. Who/What — The Chair provides written reports of committee activity to the Administrative
Division.

b. When - Reports are submitted at least twice annually, as called for (generally post-Annual
Conference and summer update).

a. The Chair facilitates committee discussion on issues via listserv, email, and/or online
meetings, as needed.

b. The Chair works with the Executive Office staff on any additional issues that need attention
or discussion.

Responsibilities of the Past Chair (in addition to those listed under “All Member” responsibilities)

1. Transition
a. Who/What/When — The Past Chair assists the new Chair with any transition issues and
provides historical context information, as needed.

Responsibilities of Incoming Chair (in addition to those list under “All Member” responsibilities)

1. Administrative Division meetings
a. Who/What/When — The Incoming Chair is expected to attend any online meetings called by
the Division Representatives from the time of election, and to attend (in person) the
Administrative Division Meeting at Annual Conference that is held a few days prior to
assuming the Chair position (this generally takes place during the afternoon on the day prior
to “pre-con” day), as well as any other training session requested by the Admin Division Rep.
2. Annual meeting
a. Who/What/When — Over the summer, the Incoming Chair works with the Chair and the EO
Liaison to develop the Agenda for the Annual Conference meeting, and then is expected to
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attend that meeting, at the end of which the “gavel” is passed from Chair to Incoming Chair.
(The Incoming Chair may be asked to assist in facilitating that meeting.)
3. Committee member identification/recruitment
a. Who/What - If the election is completed in time, the Incoming Chair works with the Chair
and Executive Office to identify and recruit potential new committee members for the
coming term.



