NCBA
Northern California Band Association
POLICIES AND PROCEDURES MANUAL
And ADDITONAL DUTIES ASSIGNED

[bookmark: _GoBack]Principal Office: Mario Sebastian, Home Address Here 

General Membership Sessions:

The constitution says that there should be one general session of all Regular and Associate members each year in March. This has changed:
1. The Board of Directors has voted, as per Bylaws, to hold two General Sessions each year. 
2. General Session #1 – The afternoon of the Saturday of the NCBA All Northern Honor Band at whatever site the bands are rehearsing and performing.
3. General Session #2 – The first Saturday of June, which is the session that all voting for Board Members and for Honor Band directors takes place.
4. Voting for Rules and Sheet changes can be at either General Session provided that the Policy and Procedures listed below have been followed by the Board and the General Membership.
5. 

Membership:

Regular Member - Membership in Association Fee is currently set at $50.00. Voting Privileges 
Qualifications: 
	1. Band Director 
	2. Certified Instructor 
	3. Approved NCBA Judge 
	4. Band Competition Tournament (Event) Sponsors

Associate Membership Fee is currently set at $5.00. NO Voting Privileges
Qualifications:
1. Non Certified Instructors
2. Parent Boosters
3. College Students
4. Industry Representatives

Membership is good for ONE Fiscal Year from July 1 to June 30.

Policy is that whenever the membership has been paid during the year it officially expires on June 30 of each year.

Quorum:

Must be 25 or more Regular Members of the Association for business and votes to be conducted.

Voting Rights for Proxy Vote:

Proxy votes must be delivered, in writing, either personally or by mail (e-mail) prior to the commencement of the meeting that the proxy is to be used at. No proxy can be used at more than ONE General Meeting of the Regular Members.
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Procedures for Changing Rules and Judges Sheets:

Procedure:
1. Input is received from Regular Members, to any member of the Board of Directors either privately or at a General Meeting. 
2. These concerns are brought to the attention of the Board of Directors for be discussed at  a meeting of the Board of Directors.
3. The Vice President in charge of this area comes up with a change(s) and/or a Committee of Regular Members/Board Members is formed to come up with the suggested changes.
4. A presentation of the proposed changes is to be made at a meeting of the NCBA Board of Directors. The board will then vote if the change should be presented to the Regular Members at a General Session. 
5. First Required Review: A first review should be at the January, or earlier, General Session. A Vote of the Regular Members is taken to see if they want the changes to be implemented. Suggestions and modifications to the changes can be made at this time.
6. Second Required Review and Votes: At a second General Session, the change is brought to the Regular Members for a Final Vote. This has usually been done at the June General Meeting. Minor changes can be made by a vote of the Regular Members at this time.
7. NO changes can be made other than in this fashion.
8. NO changes can be made DURING THE SEASON of the Rules or Sheets, unless there are minor typographical errors found, or GRIEVOUS problems that arise from the rules or sheets.
9. These changes can only be made by a UNANIMOUS Vote of the Board and ONLY for the Duration of the Season, and then brought to a vote of the Regular members at the next General Session for a vote to keep or fix change permanently.


Election Rotation of the Board of Directors:

Even Numbered Years – President, (Past President Concurrently), Secretary, Vice President – Conference, Clinics, and Awards, 

Appointed Board Members – Festivals Coordinator, Membership Chairperson, and Honor Band Coordinator serve Concurrent two (2) year terms with the current President.

Odd Numbered Years – Treasurer, Vice President – Judges Coordinator, Vice President – Parade and Field, Vice President – Winter Activities

Addition Duties Assigned to Board Members:

President – 

1. Appoint the NCBA representative that sits on the CBDA Board of Directors.
2. Represent NCBA or select who should represent NCBA and any and all Clinics and Conferences of other associations that the Board votes should have NCBA representation and/or a booth representing NCBA.
3. Appoint members of Committees that the Board of Directors vote to form.
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Past President – 
1. Organize and recruit judges to listen to honor band recordings at December listening qualification session.
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2. Organize and recruit judges for January NCBA Honor Band chair placement audition. Posting results and chairing the band at first rehearsal.
3. Responsible to form a nominating committee and recruiting Regular Members to run for offices that will be vacant. Present that list to the Board and produce a ballot for the June General Meeting with the assistance of the Secretary. 
4. 

Vice President – Conference, Clinics and Awards – 

1. Assist the Vice President Judges Coordinator on finding and setting up judges training sessions each year. 
2. Keep an ongoing list of the winners of the awards given by the NCBA Board. These are Band Director of the Year, Young Band Director of the Year, Founders Award, Life Time Member, and In Memorium.
3.  Make sure that that list is updated on the Web Site of NCBA on an annual basis. 
4. Make sure that the Board of Directors nominates and votes on these awards at the January Board Meeting of each year.
5. 

Vice President – Judges Coordinator – 

1. Bring to the Board of Directors a list of current judges for their input and review at least once every other year. 


Vice President – Parade and Field – 

1. Make sure that ALL current NCBA Rules and Judge Sheets are updated and posted on the NCBA Web Site. 
2. Supply in a timely fashion ALL NCBA approved events have updated copies of the Rules and Judges sheets they need to run their events.


Vice President – Winter Activities – 

1. Send out a Post Card to ALL Northern California High Schools and Junior High/Middle Schools advertising the NCBA Winter Season events in October of each year. 
2. Be the collection agent for NCBA of all application and application fees for Winter Activities.
3. Build Winter Schedules for any and all NCBA Winter Events and/or assists Event Hosts in doing the scheduling.
4. Bring to the NCBA Board of Directors possible Host Sites for Winter Championships each year.
5. Build the schedule for Winter Championships.
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Treasurer – 

1. Responsible to keep NCBA’s non profit status current. Filling out and filing any and all forms, and paying any and all fees to keep the status fully current. 


Secretary – 

1. Keep this document, Policies and Procedures Manuel updated as directed by any votes in the minutes of the Board of Directors or the meetings of the Regular Members
2. .

Festivals Coordinator – 

1. Find and bring for a vote of the Board of Directors at least two sites each year with Concert Halls that are willing to Host the NCBA Concert and Jazz Festivals. 
2. Communicate the decisions to the Host once the board has approved the sites.
3. Advertise the festivals, collect all applications and fees, for the festival and build the schedule and/or assist the host(s) in building the schedule for the festival.
4. Keep at least one full set of Sight Reading folders updated for both Junior High and High School Concert Band and Jazz Bands. Suggest at least one Grade 1 and Grade 1.5 for Junior Highs and at least one Grade 2, Grade 2.5, Grade 3 music for high schools.
5. Junior High’s are allowed to choose Grade 2 or higher per director.
6. High Schools are allowed to choose Grade 1.5 if the group is a Second or Third band in their program.
7. Make sure that those Sight Reading folders are given to the Head Judge of each Festival and are taken to the next festival and then returned to the Festival Coordinator when the festivals conclude.

Membership Chairperson – 

1. Keeping the NCBA Web Site current and updated. 
2. Make sure that dues, and fees, for all events can be paid through the web site. 
3. Produce and keep updated a complete membership list of the members of the association. 
4. Provide those membership list to the person(s) that the Board of Directors gives their approval to receive this confidential information.

Honor Band Coordinator – 

1. Send out post card to ALL Northern California high schools and junior high/middle schools advertising the annual NCBA All Northern Honor Bands. 
2. Maintain a current data base of current and past schools and persons that have auditioned for and participated in the honor bands. 
3. Collect and coordinate all Applications, Application Fees for the Honor Bands.
4. Organize any and all details regarding the Recorded Auditions for the Honor Band in early December.







