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COLORADO LACTATION CONSULTANT ASSOCIATION

POLICY AND PROCEDURE MANUAL

PART I:  GENERAL POLICIES/STATEMENTS

CLCA does not invest in, nor accept funding, donations, advertising or sponsorship from sources which do not comply with the International Code of Marketing of Breastmilk Substitutes and all subsequent WHA resolutions.

CLCA will provide membership services, including education, in compliance with the USA Federal Tax regulations under the 501(c) (3) designation for non-profit entities.

The CLCA Board, at its discretion, may endorse policies, action plans or strategies that are consistent with CLCA’s mission and vision. Any document chosen for endorsement review must be read and approved by the majority of the CLCA Board of Directors.

Our MISSION: 
To build and sustain an association that advocates for lactation professionals in Colorado.

Our VISION: 
IBCLCs are valued, recognized members of the health care team.

THE BYLAWS OF CLCA

Article I

Name 


The name of this Chapter of the United States Lactation Consultant Association (USCLA) 
shall be Colorado Lactation Consultant Association (CLCA).

Article II

Purpose


The purposes and objectives of the Chapter are:

1. To provide continuing education opportunities for lactation consultants and other health care workers concerned with breastfeeding and related issues.

2. To heighten the recognition of lactation consultants as part of the health care team.

3. To cooperate with other organizations whose aims and objectives, in whole or in part, are similar to those of the CLCA on statewide, national, and international levels.

4. To foster communication, networking, and mutual support amongst CLCA members.

5. To support implementation of the International Code of Marketing of Breast-Milk Substitutes and subsequent World Health Assembly resolutions.

6. Other objectives as determined by the membership.

Article III

Membership


The members of CLCA will consist of those individuals who support the purposes of the 
CLCA, have applied for membership, and have paid their membership dues for the 
current year.  Membership is not limited to current IBCLCs (International Board Certified 
Lactation Consultants).  All right, privileges, and dues of members shall be determined 
by the Board of Directors.

Article IV

Executive Board


CLCA shall be managed and controlled by its Board of Directors, which shall be the legal 
representative of CLCA and shall be empowered to hold and administer all property, 
funds and business of CLCA and to direct its affairs.  By general resolution, the Board of 
Directors may delegate to its officers and committees such powers as provided for in the 
bylaws.  The number of Directors shall be between five and seven, or such other number 
as determined by the Directors from time to time.  Board positions will be held for two 
years, but may be extended at the pleasure of the Board member and the membership.  
Nominations for the Board will be received in January and voting for Board members will 
occur in February of each year.  All members of the Board of Directors are required to be 
members of CLCA; this membership to be provided by CLCA if finances permit.


A majority of the Board shall constitute a quorum for any specified item of business.  The 
vote of a majority of directors present at the time of the vote (if a quorum is present at 
that time) shall be the act of the Board.  Modifications to these bylaws must be approved 
by two-thirds vote of the entire Board.


All expenditures shall be presented to the Board for final approval.

Article V

Voting


A quorum shall be defined as 10% of eligible voting members for any specified item of 
business.  The vote of a majority of CLCA membership present at a meeting (if a quorum 
is present at that time) shall be an act of the CLCA.

Article VI

Vacancies


Vacancies occurring in any office shall be filled by a simple majority vote of the 
membership present.

Article VII

Meetings


CLCA meetings will be held no less often than twice a year.  All members shall be notified 
of each meeting.  The Board of Directors will meet no less than three times per year.  
One meeting must be in person; the other two may be either in person or via electronic 
communication.

Article VIII

Committees


Committees shall be named by the Board of Directors to fulfill functions as decided upon 
by the Board of Directors.

Article IX

Dissolution



The CLCA may be dissolved by a vote of a simple majority of those members responding or present at a CLCA meeting.  In the event of dissolution of CLCA, any assets shall be distributed to United States Lactation Consultant Association or to any organization(s) whose purposes and objectives promote breastfeeding support and education.

CLCA EDUCATION STANDARDS

CLCA Education Standard 1:  CLCA recognizes certification only through an agency that meets the standards of the National Commission for Certifying Agencies (NCCA), certifies through an international criterion-referenced examination, and has disciplinary measures to remove an incompetent or unethical practitioner or a practitioner working outside a clearly defined scope of practice.

CLCA Education Standard 2: CLCA recognizes the International Board of Lactation Consultant Examiners as the official certifying agency for lactation consultants in the United States.

CLCA Education Standard 3: CLCA does not recognize any certification that is conferred upon students as a result of satisfactory completion of a course or program.

CLCA EDUCATION POLICY

CLCA’s educational responsibility is to provide post-IBLCE certification education to assist IBCLCs with ongoing professional development and recertification. Providing IBCLCs with educational resources to aid them in their practice and educating the public on the role of the lactation consultant are also important components of CLCA’s educational plan. CLCA will support and facilitate focused learning opportunities for aspiring lactation consultants and Health Care Providers.

PART II:  SPECIFIC CLCA POLICIES

Section 1:  ADVERTISING AND PUBLICATIONS POLICY

CLCA’s Advertising and Publications Policy applies to all media produced by CLCA, and to all advertising in any CLCA media.

CLCA media includes: CLCA newsletters, CLCA website, websites conducting business on behalf of CLCA,  publications produced by CLCA, and materials for any CLCA conference or workshop (i.e. conference syllabus, conference advertising copy, speaker hand-outs, exhibits).

The CLCA Board of Directors encourages the wide dissemination of information useful to CLCA members and their clients, but seeks to avoid any express or implied endorsement of products or services advertised in CLCA media. Advertising or listing in CLCA media does not imply endorsement by CLCA of any program, product or service.

No current or former Director of CLCA may use her/his office with CLCA to endorse any literature or product, but is free to do so as a private individual.

Advertisers must comply with all General Advertising Policies, as well as policies which pertain to their specific medium as described in Rental of CLCA Member Mailing List and Conference Exhibitor, Vendor, Advertiser and Sponsor Policies.

SECTION 1.1:
GENERAL ADVERTISING POLICIES

When advertising in any CLCA media, advertisers must comply with CLCA’s Bylaws, the International Code of Marketing of Breast-milk Substitutes, all subsequent WHA resolutions, and all policies set forth in the CLCA Advertising and Publications Policy.

1.1.1
Compliance with CLCA Bylaws

1.1.1.1
All CLCA advertising policies will comply with CLCA ByLaws.

1.1.2
Compliance with the International Code of Marketing of Breast-milk Substitutes and all subsequent WHA resolutions

1.1.2.1

All CLCA media must be in compliance with the International Code of Marketing of Breast-milk Substitutes and all subsequent WHA resolutions.


1.1.2.2

CLCA does not invest in, nor accept funding, donations, advertising, nor sponsorship from, entities which do not comply with the International Code of Marketing of Breast-milk Substitutes and all subsequent WHA resolutions.  

1.1.2.3

In keeping with the objectives of the International Code, CLCA will not accept advertisements from any company that produces or markets human breastmilk substitutes, foods marketed to totally or partially replace breastmilk, bottle-fed complementary foods, free-standing feeding bottles, pacifiers (dummies), and/or bottle nipples (teats).

1.1.3
Non-Endorsement Policy


1.1.3.1

Advertising or listing in any CLCA media does not imply endorsement by CLCA of any program, product or service.

1.1.3.2

Statements will be provided in each issue of the CLCA newsletter, and on each page of the CLCA website and conference media as applicable, declaring that acceptance and publication of advertisements does not reflect endorsement by CLCA.

1.1.3.3.
No current or former Director of CLCA may use her/his office with CLCA to endorse any literature or product, but is free to do so as a private individual.

1.1.4
Any Advertiser whose material is accepted by CLCA must confirm (by print or electronic means) that:

1.1.4.1

It has obtained and will maintain adequate product liability insurance coverage 
relative to all products advertised.

1.1.4.2

It is authorized to publish the entire contents of the advertisement.

1.1.4.3

It has carefully reviewed the contents of the advertisement.

1.1.4.4

The advertisement is truthful and not misleading.

1.1.4.5

The advertisement does not infringe upon any intellectual property law right 
held by a third party.

1.1.5
Any product or service for which there is a designated fee shall be considered an advertisement.

1.1.6
CLCA reserves the right to decline or prohibit any advertisement which in its judgment is inappropriate or contrary to its purposes. This reservation is all inclusive as to persons, things, written matter, products, and conduct.

1.1.7
In consideration of CLCA’s acceptance of any advertisement, the agency and/or advertiser shall agree to indemnify and hold CLCA harmless, without limitation, from any loss or expense resulting from claims arising from the contents or subject matter of such advertisement. 

1.1.8
Any person or entity wishing to appeal any decision arising from these Advertising Policies is welcome to supply appropriate documentation to the CLCA Board of Directors.

SECTION 1.2:
ADVERTISING TO CLCA MEMBERS

1.2.1
Use of CLCA Member Mailing List

1.2.1.1 CLCA’s membership mailing list can be rented for distribution of promotional literature that complies with the CLCA Advertising Policies, or to researchers whose purposes may serve the membership and do not conflict with CLCA’s bylaws or policies. This can include:

· Promotion of lactation-related educational offerings

· Promotion of lactation-related products or services deemed by the Board of Directors to be of interest or use to CLCA members and their clients

· Research that will benefit the lactation consulting profession and practice                                                                                 

1.2.1.2

The mailing list includes CLCA members who have agreed to receive mailing by third parties, and will only be provided to potential advertisers who comply with CLCA’s Advertising Policies.

1.2.1.3

Advertisers must provide copies of all materials that will be disseminated, and must disclose any and all affiliations prior to approval.  Mailing labels are available for one-time use only; failure to comply with this requirement will result in automatic rejection of future requests.

1.2.2
CLCA Website

1.2.2.1

CLCA’s website provides an opportunity for advertising to CLCA members, and the public-at-large.  

SECTION 1.3:
CONFERENCE EXHIBITOR, VENDOR, ADVERTISER, AND SPONSOR POLICIES

CLCA’s conference exhibitor, vendor, advertiser, and sponsor policies apply to all promotional activities and materials, (i.e., exhibits, displays, program ads, program inserts, program advertising, conference packets or samples, and commercial mailings) produced by any person or entity in connection with any CLCA conference or workshop.

1.3.1
Acceptance of Exhibitor, Vendor, Advertiser, or Sponsor

1.3.1.1 Exhibitors, vendors, advertisers, and sponsors who provide products and services of interest to CLCA members and their clients, and who comply with CLCA’s Advertising Policies, will be considered for rental of space and advertisements in conference materials.

1.3.1.2 Examples of advertising that do not meet the CLCA Advertising Policy include displays, depictions, or samples of:

· Free-standing feeding bottles, pacifiers (dummies), and/or bottle nipples (teats) 

· Infant formula 

· Bottle-fed or other inappropriate complementary foods for infants and young children

· Items containing the market branding or labels of companies that are not Code-compliant. 

1.3.1.3

All contracts with exhibitors, vendors, advertisers and sponsors will include the full text of CLCA’s Advertising Policies.

1.3.1.4

Acceptance of an advertisement does not constitute CLCA’s endorsement of the advertised product or service. 

1.3.1.5

CLCA reserves the right to decline or prohibit any exhibitor, vendor, advertisement, or sponsor which, in its judgment, is inappropriate or contrary to its purposes. This reservation is all inclusive as to persons, things, printed matter, products, and conduct.

1.3.1.6

In consideration of its acceptance as an exhibitor, vendor, advertiser, or sponsor, the party shall agree to indemnify and hold CLCA harmless, without limitation, from any loss or expense resulting from claims based upon the contents or subject matter of its advertising materials.

1.3.2
Services and Participation of Exhibitor, Vendor, Advertiser, or Sponsor

1.3.2.1

If an Index to Exhibitors, Vendors, Advertisers, and Sponsors is included in written materials, each will be listed alphabetically by company name.

1.3.2.2

All exhibitors, vendors, and advertisers will be provided an equal opportunity during the conference to sponsor approved events and to make donations in accordance with the CLCA Advertising Policies.

1.3.2.3

Sponsorships will be acknowledged as described in the sponsorship agreement for the current year. 

1.3.2.4

When a drawing is held during the conference (of items donated by exhibitors, vendors, advertisers, and sponsors) only items from the conference booths in the Exhibit Hall will be included in the drawing. All conference registrants are eligible to win.

1.3.3
Compliance with CLCA Advertising Policies at the Conference

1.3.3.1 If an exhibitor, vendor, advertiser, or sponsor violates CLCA’s Advertising Policies, the violator may be asked to:

· Remove or correct the products or media in violation of the CLCA 
Advertising Policy

· Immediately close the exhibit 

· Remain responsible for all unpaid fees, costs, and expenses incurred in connection with it's CLCA-related promotional activity

· Forfeit all claims to fees paid to any party in connection with it's promotional activities.

Section 2: ADVICE/REQUESTS TO OFFICE FOR INFORMATION

Requests to CLCA for information on breastfeeding, information on pumps or other product issues should be referred to an IBCLC in the inquirer’s local area.

Section 3:
GENERAL MEETING & REPORT TO THE MEMBERSHIP

The general membership meeting is open to all members.

3.1      The meeting is chaired by the President and begins with installation of      

           any newly-elected Board members.

3.2

The meeting includes an open forum for discussion of issues and questions raised by the members.

3.3

Members who wish to address the group must identify themselves by name, membership status, and residence.

3.4

The minutes of the annual general meeting are taken by staff and a report by the President is published in the newsletter.

Section 4:
BOARD OF DIRECTORS

SECTION 4.1: GENERAL INFORMATION

4.1.1
The Board of Directors (Board) of CLCA includes but is not limited to the following:

· President

· 
Secretary

· 
Treasurer

· 
Director of Professional Development

· 
Director of Members Services

·   Director of Marketing

4.1.2
The Board of Directors will operate under CLCA’s Articles of 




Incorporation, Bylaws, and this Policy and Procedure Manual.


4.1.2.1
CLCA will conduct its affairs with sound management principles.


4.1.2.2
The Board of Directors will determine the management structure and options for management for the Association.


4.1.2.3
CLCA will follow established operating procedures set forth for not-for-profit entities by the American Society of Association Executives.


4.1.2.4
These practices will be in compliance with the state laws of Colorado and CLCA's Articles of Incorporation.


4.1.2.5
CLCA will maintain a corporate address registered in accordance with the laws of the state of Colorado.


4.1.2.6
CLCA will adhere to the laws of the United States including the laws regarding non- discriminatory practices.


4.1.2.7
CLCA will take a proactive stance by including and seeking out participation in CLCA by persons of all races and cultures in daily business practices of the organization and in its membership.


4.1.2.8
CLCA corporate records are open to all members.

4.1.3
The Board of Directors will approve all activities of the Association. This includes, but is not limited to, all programs, publications, and formation of committees and task forces.

4.1.4
All Directors must attend all Board meetings.

      4.1.4.1
The full Board meets at least three times a year.  One meeting must be in person; the other two may be either in person or via electronic communication.


4.1.4.2
The date of each Board meeting is determined at the previous Board meeting.


4.1.4.3
The agenda for the Board meeting is prepared by the President with input from all Directors and staff. 


4.1.4.4
Each Director prepares a written board report prior to the board meeting for inclusion in the Board record for the meeting. 

4.1.4.5
Staff members may be asked to attend Board meetings as needed.  

4.1.4.6
All Board meetings will be open to member attendance.  Executive sessions may be called as needed.  

4.1.4.7
Conference calls are initiated by the President to enable maximum participation by all Board members.  

4.1.4.8 Motions may be put before the Board via fax, telephone, or email access.

· All Board members are contacted and discussion of the motion is held prior to voting.

· The Secretary reports the results of the voting to the Board.

· A record of votes taken outside an in-person Board meeting are separately maintained and recorded by CLCA.

4.1.5
Full minutes from official meetings of the Board will be made available to members.

4.1.5.1
Minutes are drafted by the Secretary (for substantive content and accuracy) and the CLCA President (for procedural and administrative content).

4.1.5.2
The final draft is sent to the Board for review and vote of approval, optimally within two weeks of conclusion of the Board meeting.


4.1.5.3
The Executive Summary is prepared by the Secretary and sent to the newsletter editor, website editor, and BOD; it requires two-person approval only.


4.1.5.4
Each Board member will distribute the Executive Summary to each Committee or Task Force Chair, liaison, or contracted staff person under her/his supervision. 


4.1.5.5
Official minutes of Board meetings are available to members on request.

SECTION 4.2:
BOARD TRANSITION  

Board transitions at the beginning and end of each term of office will be facilitated by the Secretary, and President.

4.2.1
New Directors are expected to attend the full Board meeting connected with the annual general meeting at which they are installed.  They begin their term as voting members of the Board at the annual general meeting.

4.2.2
New Directors may be asked to work in some official capacity prior to the beginning of their term of office.

4.2.3
New Directors will be oriented to their position by the outgoing Director prior to taking office.  

4.2.4
Outgoing Directors are expected to function in an official capacity until the conclusion of the Board meetings in connection with the annual general meeting. 

4.2.5    Incoming and outgoing Directors receive travel, lodging, and per diem for meals for the Board meeting.

SECTION 4.3:
ORIENTATION OF INCOMING BOARD MEMBERS

An orientation for incoming Board members may take place electronically, or face-to-face, at the Board meeting.

4.3.1
Orientation will include:



4.3.1.2 Appropriate written materials, to be decided, from time to time. 



4.3.1.3 Face to Face Orientation scheduled with President and when possible the outgoing Board of Director

4.3.2   Orientation topics may include:   

· Duties of all Board members 

· Legal and fiscal responsibilities of boards 

· Chain of command/responsibility (Organizational chart) 

· Board communication methods and timeliness of communications 

· Staff roles 

· Parliamentary procedures and the recording of Minutes 

· The importance of strategic thinking and planning by boards 

· Yearly timeline 

· Strategic plan

SECTION 4.4:
EXTERNAL COMMUNICATIONS

Two Directors in addition to the author will review any letter or other document sent or released in CLCA’s name or on CLCA letterhead.

4.4.1
“Breastfeeding” and “Breastmilk” will be spelled as one word in CLCA documents.

4.4.2
All corporate positions will be referred to as “she/he.”

4.4.3
A copy of all external communications is stored by CLCA.

4.4.4
Media requests for interviews will be directed, in order, to: the Director of Marketing, President, or appropriate board member.

SECTION 4.5:
SELECTION OF PRESIDENT-ELECT

4.5.1
Procedure

4.5.1.1 Preferred candidates for selection by the Board as incoming President are:

· Current board members

· Former board members of CLCA or CLCA members if no current CLCA BOD member are viable options for President.

4.5.1.2 
If in any given year no acceptable current or former board members are available then candidates may be chosen from active CLCA members with documented leadership experience.

4.5.1.3
The selection of incoming President must be completed before the annual meeting of the year preceding the start of the President’s term (i.e. Year 2 of the first or second 3-year term).

4.5.1.4 
If a current board member is selected as incoming President, other board members may request to move to a different board position, with approval by the full board.

4.5.1.5
The Nominations Committee will start recruiting at the annual meeting to fill any vacant board positions in the next election. The President, and the Nominations Committee Chair, will initiate the process of selection of the incoming President:

· Review potential candidates and make a selection.

· The President seeks the candidate’s permission to be nominated.

· The President presents the candidate to the board.

· The board votes to approve the selection of the incoming President.

· If the candidate is not approved by the board, the President will ask the current board members to nominate their top choice for President from amongst the current, eligible board and former board members, with rationale for their choice.

· The slate of candidates must agree to be nominated; their candidacy and all balloting will be kept confidential.

· The Board votes for one candidate for incoming President. 

· The President will tally the votes. 

· Majority vote wins. 

· If there are more than 2 candidates and no clear majority, then the top 2 candidates will be voted on by the board in a second round of voting.

· The President will offer the position of incoming President to the candidate approved by majority vote of the Board.

SECTION 4.6:
APPOINTMENTS TO THE BOARD TO FILL VACANCIES

CLCA Bylaw Article IV describes appointments to fill vacancies.  

4.6

Procedure 


4.6.1     Board members may nominate individuals to fill a vacancy on the board.


4.6.2    If necessary for recruitment, the vacancy may be announced via listserv   



message or newsletter.


4.6.3    Nominees must submit a resume/CV and application to the board.  Nominees must 


fulfill the criteria for serving on the CLCA board.


4.6.4     Board members must review all nominees.


4.6.5    Any nominee must be approved and appointed by majority vote of the Board. A 


Director appointed to fill a vacancy may serve a second term, but must first 



be elected by the voting membership 

SECTION 5:
BYLAWS

The bylaws are the foundation for operation of the association.

5.1
All board members are provided with a current copy of the bylaws.

5.2
All board members are encouraged to review the bylaws annually (after the annual meeting to be discussed at the board meeting to determine whether revisions are required).

5.3
Amendments to the bylaws may be made by a two-thirds (2/3) majority of the membership voting.  This will ordinarily be at the time of the annual ballot.

5.4
A copy of the bylaws is available to members from the CLCA website and/or upon request to CLCA.

SECTION 6:
COMMITTEES 

Any board member may propose the creation of a committee.  The proposal must include the rationale, the committee's goals, the designated Board liaison, the job description of the Committee Chair, and a proposed budget. Each committee shall be approved by the Board of Directors.

SECTION 6.1:
GENERAL INFORMATION

6.1.1
When a new committee is approved, the designated Board Liaison develops the Terms of Reference using the approved template and seeks Board approval. A call for a Chair and Members is placed through the newsletter and website. Terms of reference and application forms will be made available through the website and office.

6.1.2
The Chair of any committee must be an IBCLC, a current member of CLCA, and meet any additional particular requirements for chairing a committee based on that committee’s Terms of Reference.

6.1.3
The Committee Chair is approved by the Board of Directors. In consultation with the Board Liaison, she/he solicits and/or selects the remaining committee members. Future committee members will be approved by the majority vote of the committee.

6.1.4
The Board of Directors maintains the option to request resignation of a member if circumstances warrant such action.

6.1.5    The board may dissolve a committee(s) by a majority vote.

6.1.6
Written reports on the activities of each committee are to be requested by the Board Liaison to be included in the agenda for each board meeting.

6.1.7
Ad Hoc Committees/Task Forces may be formed with approval of the CLCA Board of Directors or a current Standing Committee. Ad Hoc Committees/Task Forces will have:

· Defined task and time frame

· Minimum membership of 2-3 people

· Leader designated to report to parent committee or BOD Liaison

SECTION 6.2:
COMMITTEE TERMS OF REFERENCE TEMPLATE

Any approved committee must submit the following information to be included in the CLCA annual meeting agenda. Committee structure and function must be approved by the CLCA Board of Directors.

6.2.1
Rationale:  Short description of need for the committee.

6.2.2
Goal:  List primary goal of the committee.

6.2.3
Objective:  Describe how the committee will achieve its goal.

6.2.4
Board Liaison:  List member of CLCA Board of Directors to whom the committee reports.

6.2.5   Structure:



6.2.5.1
All committees must have a Chair. Other positions will be described as 

needed by particular committees (e.g., Secretary). 



6.2.5.2    
List minimum required number of members.


6.2.5.3
Describe any required members.

6.2.6
Chair:





6.2.6.1 
Must be current IBCLC

6.2.6.2 Organizational, delegating, teamwork skills

6.2.6.3 Term of office (generally 3 years)

6.2.6.4 Duties:

· Maintain confidentiality of all CLCA Board of Directors’ and committee communications.

· Obtain approval from two Directors in addition to the author for any letter or other document sent or released in CLCA’s name or on CLCA’s letterhead.

· Coordinate development of committee goals, objectives, action plans

· Coordinate the business of the committee

· Facilitate accomplishment of action plans and any special projects to 
meet committee goals

· Coordinate committee communications via email and/or telephone. 


· Communicate with all committee members at least quarterly via group email.

· Plan and conduct annual committee meeting

· Prepare a committee report in advance of each scheduled CLCA Board meeting and submit electronically to the Board Liaison. 

· Prepare an annual committee budget and submit to the Board Liaison

· Foster committee membership through annual letters of commitment to the committee members

· Recommend new committee members based upon a review of 
applications with the Board Liaison

6.2.7
Membership Criteria:



Include the following:

6.2.7.1 Minimum Qualifications – Voting Members 

· Must be member of CLCA in good standing

· Teamwork skills

· Other qualifications as specified by a given committee

6.2.7.2 Minimum Qualifications – Advisors

· Serves in advisory capacity

· Teamwork skills

· Documented experience in particular area of service for given committee


Term of office (generally 3 years) 


6.2.7.3 
Duties 

· Maintain confidentiality of all CLCA Board of Directors’ and committee communications.

· Participate in development of committee goals, objectives, and action plans.

· Participate in committee communication via email and/or telephone.

· Assist with accomplishment of action plans and any special projects to meet committee goals.

· Attend annual committee meeting if possible.

6.2.8
Conflict of Interest

6.2.8.1 DISCLOSURE:  All committee members must agree with the following statement:

“I hereby certify that I personally subscribe without reservation to the Statement of Purpose of CLCA as found in it's Bylaws.  I will disclose, in writing and before my appointment or election any real, perceived, or potential, conflict of interest.  A conflict of interest arises when I am in a position to influence a decision at CLCA that will result in personal or professional gain for me or a family member.  Any undisclosed conflict found after I assume my position may result in a request for resignation.  Further, I subscribe without reservation to the Fundamental Principles of CLCA as found in its Bylaws.  I will not accept any funding from entities that are not in compliance with the WHO Code of Marketing of Breast-milk Substitutes and its subsequent WHA resolutions, nor will I use my official CLCA capacity to endorse any literature or product.”

6.2.8.2

VOTING AND RECUSAL:  A committee member having a conflict of interest regarding a matter which comes under discussion shall recuse her/himself from any discussion and voting on the matter in question.  A conflict of interest arises when the committee member is in a position to influence a decision at CLCA that will result in personal or professional gain for the committee member or a family member.  Any recusals will be recorded in the minutes of the meeting.

6.2.9
Time Frame:


6.2.9.1  
List any pertinent deadline for submission of reports.  Generally all committees 



will submit a report one week in advance of each scheduled meeting of the CLCA 



Board of Directors.


6.2.9.2  
List pertinent deadline for any action plans.

SECTION 6.3
NOMINATIONS COMMITTEE 

6.3.1
Rationale:

When there are vacancies on the CLCA Board of Directors which must be filled by election, the Nominations Committee chair presents the slate to be approved by the board before January 31st of the election year. CLCA Members elect the new board members in February of each year.

6.3.2
Goal:

To determine the most suitable candidates for the ballot presented to members annually.

6.3.3
Process:

Nominations are requested from members nationally and the members of the Nominations Committee are responsible for providing a slate of suitable nominees for each vacant board position.

6.3.4
Board Liaison:



One or Two current Board members as determined by the Board of Directors.

6.3.5
Structure:


6.3.5.1

The Chair of the Nominations Committee is the immediate Past President.    


6.3.5.2

Past President and three other CLCA members.

6.3.6
Chair:


6.3.6.1

Immediate Past President, serving at the discretion of the CLCA Board. If 




the immediate past president is not viable, this position will be appointed by 




the CLCA BOD.

6.3.6.2 Duties:

· Maintain confidentiality of all CLCA Board of Directors’ and Committee communications.

· Obtain approval from two Directors in addition to the author for any letter or other document sent or released in CLCA’s name or on CLCA letterhead. 

· Reports to CLCA Board prior to each board meeting; held two - three times annually.

· Provide the newsletter editor with a written notice to include in the newsletter, and ensure that the volunteer application form and call are also provided through the website for members interested in serving on the Nominations Committee for the following year. 

· At the CLCA annual general meeting, provide a call for members interested in serving on the Nominations Committee for the following year.

· Coordinate Committee communications via email and/or telephone; and if feasible, arrange a meeting with any members attending the CLCA yearly member meeting.

· Provide the website editor with the relevant job descriptions and Nominations Forms for posting on the Members Only Section of the website. 

· After CLCA BOD meetings provide the newsletter editor with a notice of which board positions are open, the deadline for Nominations and how to apply, to be published in the next issue.

· As soon as Board nominations close, send all selection criteria and applications to all Committee members.

· Schedule conference call with members to review all applications when everyone has had an opportunity to review all the applications.

· Provide the final slate of nominees to the board for approval.

· Notify candidates of their status re: acceptance or rejection for the final slate.

· Review ballot materials and cover letter to be signed by President and ensure readiness for distribution. Election duration must be a full thirty days to provide time for both online election and return of mailed ballots.

· Welcome the incoming board members, and notify those who were not elected, preferably by phone.   These latter individuals should be strongly encouraged to participate in one of CLCA’s committees. 

· Formal announcement is sent to the full board, and to the newsletter editor.   The President generally phones and welcomes all incoming board members and facilitates steps towards orientation and preparation for attending the next board meeting and conference.

· Facilitate evaluation process with committee members and note all recommendations for future committees. 

· Complete appropriate written and electronic files to be provided to successor, along with hard copies of all reports and the annual final ballot.

· Prepare and submit to the Treasurer an annual Committee budget for the following budget year.

6.3.7
Nominations Committee Membership Criteria:



Include the following:

6.3.7.1 Minimum Qualifications –

· CLCA Voting Member

· Must be a member of CLCA in good standing for at least two years

· Must be an IBCLC

· Demonstrates teamwork skills

6.3.7.2 Term of office: one year and may be extended yearly at the discretion of the Committee Chair

6.3.7.3 Duties:

· Maintain confidentiality of all CLCA Board of Directors’ and Committee communications.

· Participate in Committee communication via email and/or telephone.

· Plan to respond to email within 72 hrs or by alternative deadline if provided. 

· Notify the Chair as far in advance as possible prior to a planned absence of more than five days. 

· Attempt to find appropriate nominees for the ballot before November 15th to ensure at least two weeks for the nominee to complete the application questions, before the Nomination deadline, November 30th

· If able to attend the CLCA meeting, circulate with the delegates and encourage nominations and possibly meet with the committee as organized by the chair.

· Communicate with as many individual members as possible within circle of colleagues and encourage colleagues to assist in finding suitable nominees. 

· Approach individuals who express interest; ensure they have a copy of the Nominations Form and respective job descriptions, as provided by the Chair (and available from the website)

· Once the relevant materials are provided by the Chair, review and score each nominee based on the selection criteria. For security reasons the completed chart for scoring must be communicated confidentially to the Nominations Committee Chair. 

· As needed, participate in Committee discussion until a consensus has been reached regarding the final slate of candidates to be presented to the Board for approval

· Participate in the evaluation process held after the final ballot has been approved by the board

· Encourage colleagues to vote on line and/or by mail

6.3.8
Conflict of Interest

6.3.8.1 DISCLOSURE: All committee members must agree with the following statement:

“I hereby certify that I personally subscribe without reservation to the Statement of Purpose of CLCA as found in its bylaws.  I will disclose, in writing and before my appointment or election, any real, perceived, or potential conflict of interest.  A conflict of interest arises when I am in a position to influence a decision at CLCA that will result in personal or professional gain for me or a family member.  Any undisclosed conflict found after I assume my position may result in a request for resignation.  Further, I subscribe without reservation to the Fundamental Principles of CLCA as found in its bylaws.  “I will not accept any funding from entities that are not in compliance with the WHO Code of Marketing of Breast-milk Substitutes and its subsequent WHA resolutions, nor will I use my official CLCA capacity to endorse any literature or product.”

6.3.8.2      VOTING AND RECUSAL:  A committee member having a conflict of interest regarding a matter which comes under discussion shall recuse her/himself from any discussion and voting on the matter in question.  A conflict of interest arises when the committee member is in a position to influence a decision at CLCA that will result in personal or professional gain for the committee member or a family member.  Any recusals will be recorded in the minutes of the meeting.

Section 7:  CLCA Newsletter

The CLCA Newsletter is a primary means of membership communication for the association and is sent to all members with email addresses.

7.1

The Secretary or other Director as decided on by the BOD will be the Board liaison for the newsletter editor.

7.2

Articles will be written by Board members, committee chairs, and any 



others with information to report to the membership.

7.3

The editor will compile all material, decide on the general layout, work with authors to 

do any necessary editing, and then send it for approval by the Editorial Review Board.

7.4

The Editor, in consultation with the Editorial Review Board, and the Board 



liaison if necessary, makes final editorial and copy decisions.

7.5

The Editorial review board includes the Board liaison, the CLCA Education Coordinator 
and at least  two [2] other Board members. 

SECTION 8:
ELECTRONIC COMMUNICATION/DELIBERATION BY CLCA BOARD OF DIRECTORS

SECTION 8.1:
GENERAL INFORMATION

8.1.1
Where at all possible, to save the discussion and voting of motions at face-to-face board meetings.  

8.1.2
If electronic votes are necessary, the venue is the CLCA BOD discussion board (not individual e-mails) 

8.1.3
A motion should be presented, with a rationale, and a second called for.  Discussion may take place electronically for approximately one week.   

8.1.4
If some discussion has occurred before a motion has been presented electronically, the motion must still be presented and seconded and discussion allowed for 1 week minimum before voting. 

8.1.5 After discussion period has ended the President calls for a vote.  Once the call for a vote has begun, discussion is closed.



8.1.5.1 
After the vote is taken, the Secretary will record and 







store record of the motion and vote.

SECTION 8.2
ELECTRONIC COMMUNICATION

Always be courteous. Although BOD communications are confidential, email is in writing and can easily be sent to other parties (intentionally or unintentionally). 

8.2.1
Discussion board messages

8.2.1.1

Generated by BOD members, website coordinator, newsletter editor 

8.2.1.2

Format in business letter format adapted for email

8.2.1.3     
Include email addresses of pertinent BOD members as needed.

8.2.2
Electronic Communication


8.2.2.1
Electronic communication will be in a professional, and respectful tone.


8.2.2.2
Only sitting or newly-elected members of the CLCA BOD, the Executive 


Director, and Assistant Executive Director shall have access to the CLCA 


BOD discussion board.  

8.2.2.3   
CLCA BOD members whose terms have expired, or who have resigned, in good standing ,will have access to the CLCA BOD until the next board meeting after their departure to facilitate transition.  

8.2.2.4   
The CLCA Secretary will have administrator’s access to the CLCA BOD discussion board, to facilitate record-keeping of electronic motions and votes; archiving and deleting “old threads” of completed business; monitoring of appropriate access.  

8.2.2.5

The communications on the CLCA BOD Discussion Board are confidential, characteristic of the oral discussions occurring at an in-person BOD meeting.  Once a matter has been discussed and appropriate action taken, the discussion thread is to be deleted.  The final action is recorded elsewhere in the documentary history of CLCA BOD.

Section 9:
FINANCIAL MANAGEMENT

CLCA will conduct its financial affairs within the standards established under the Generally Accepted Accounting Procedure.

SECTION 10.1:
GENERAL INFORMATION

10.1.1
CLCA's fiscal year is from January 1st through December 31st.

10.1.2
The Treasurer presents a budget for the next fiscal year at the Fall Board meeting.

10.1.2.1
The budget will be a zero-balance budget with a designated amount going to long-term investment annually.

10.1.2.2
CLCA's goal is to have one year's operating expenses invested and on reserve.

10.1.3
An individual Director's budget may vary from the approved budget line items as long as the total does not exceed the amount budgeted for that position.

10.1.4
If an individual Director anticipates that her/his budget will exceed the total amount budgeted, approval must be sought from the Treasurer in advance. 

10.1.5
A yearly financial statement is published in the newsletter.

10.1.6
Checks are signed by the Executive Director and approved by the Treasurer.

10.1.7
Bank statements are sent to the CLCA treasurer.

10.1.8
The financial records of the organization are audited annually or at any other time at the discretion of the Board. 

10.1.8.1
The agency/accountant for the independent audit is selected by the board.

10.1.8.2
An audit can be scheduled at any time by a majority vote of the board.

10.1.8.3
The written report from the audit is provided to the board by the Treasurer.

10.1.9
CLCA funds which are not needed for operations may be invested, following a “prudent investor rule.” 

10.1.9.1
The board, on the advice of the Treasurer, may select a certified financial planner to advise CLCA about investments.

10.1.9.2
The Treasurer and investment advisor report to the board at least quarterly regarding CLCA's investment vehicles and reserve funds.

10.1.9.3
Investments must be checked to ensure the investments are with companies which do not violate the International Code of Marketing of Breastmilk Substitutes and all subsequent WHA resolutions.

10.1.10
The President, and the Treasurer will be authorized to sign financial and contractual documents. 


10.1.10.1
No one will be engaged or compensated to provide a service for CLCA without a fully executed contract. 

10.1.11
 On a quarterly basis, financial statements are shared with the entire board by the President and Treasurer

SECTION 10.2:

DONATIONS

10.2.1
CLCA accepts contributions from its members and from other private citizens in accordance with the requirements of the International Code of Marketing of Breastmilk Substitutes and all subsequent WHA resolutions.

10.2.1.2  A space is provided on the membership application or renewal forms where members may designate how their contributions are to be used.

10.2.1.3  Contributions are acknowledged with a note from the CLCA.

Section 11:
MATERIALS, USE OF

Use of materials, including intellectual property materials, belonging to CLCA requires:

11.1
Approval by two CLCA BOD members when permission to reproduce is sought.

11.2
Crediting of CLCA on any shared or adapted document.

11.3
Use of a header or footer on all materials, with the date of approval/revision

11.4
Inclusion on all materials the following contact information for ordering:  current CLCA mailing address, current CLCA website address, current CLCA office phone number, and current CLCA email address.
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Section 12:
MEMBERSHIP

Membership in CLCA is voluntary and nondiscriminatory. 

SECTION 12.1:
GENERAL INFORMATION

12.1.1
Membership dues are determined by vote of the Board.

12.1.2
Any individual may join CLCA by paying the required membership dues.  

◆Membership provides 

◆One vote in CLCA Association business if a current IBCLC

◆A subscription to the newsletter

◆Access to the members only section of the web site 



◆Other listserv messages and/or mailings from the Association

12.1.3
All membership renewals are payable on or before January 1st of each year. 

◆Membership is terminated when there is a lapse in payment of membership dues of sixty days.

◆Individuals may rejoin by paying membership dues. 

◆Membership dues are non-refundable.  

SECTION 12.2:

MEMBERSHIP DIRECTORY

An annual directory of CLCA members is prepared by the staff and is available on the web site for member access via the CLCA website

12.2.1 
Additional information about CLCA is included in the directory to 



be used as a resource for members.

12.2.2
The directory lists a telephone number for each member who has given permission to do so.

12.2.3  There is a space on the membership form to indicate that a member does not wish to have her/his telephone number published in the directory. 

12.2.4  Contributing professional members, who pay a higher membership fee as determined by the Board, are recognized by a special listing in the membership directory.

12.2.5  The directory is available in the Members Only section of the CLCA website where the database can be updated by individual members as required. 







`


Section 13:
PERSONNEL

Staff positions will be created by a vote of the full Board.  The motion to create the position should include the rationale for the position, the budget for the position and the Board Liaison under whom the contractor will work.

13.1
The Selection process for independent contractors will be as follows:

13.1.1
Request for applications from members will be placed in the newsletter to advertise vacant contract positions. 

13.1.2
Positions may be advertised outside the membership, if suitable applications are not received.

13.1.3
Three bids are desired. 

13.1.4
In the case of a position currently occupied, the person holding the position has the right to reapply.

13.1.5
The Board will select a subcommittee including the Board Liaison for the position to interview candidates.

13.1.6
The decision regarding the selection of a candidate will be made by the full Board.

13.1.7
No compensation will be paid unless a specific contract is negotiated and signed for services rendered.







`












13.2
All staff/contractors will perform in accordance with a mutually agreed upon contract that details work to be performed.

13.2.1
Each staff person/contractor will have an annual evaluation conducted by the Board Liaison for that staff position.

13.2.2
All CLCA subcontractors will have one year contracts, subject to annual renewal.







`












Section 14:
POLICY AND PROCEDURE MANUAL

Polices are determined and revised by a majority vote of the board. Procedures are determined and revised by a consensus of the board.

SECTION 14.1:
GENERAL INFORMATION

14.1 
Each new board member receives a copy of the Policy and Procedure 



Manual (PPM).

14.2
New policies and revisions to old policies are added to the PPM by the 



Secretary.  This includes all policy changes which may have been made by mail or telecommunications ballots.

14.3
All working copies of the PPM will be updated by the Secretary, with 



any changes following action by the Board.

14.5
Parts or all of the PPM may be made available electronically to 





members on request.

14.6
All CLCA policies (advertising, conference exhibitors, sponsorship, etc) will comply with CLCA Bylaws. Any policies that are not in compliance will be revised by appropriate board members and submitted to full board for approval. 







`












Section 15:
PUBLICATIONS POLICY

CLCA will sell its own publications and a small selection of other texts.

SECTION 15.1
GENERAL INFORMATION

15.1.1
The publications policy will comply with CLCA’s advertising policy. 

15.1.2
Priority will be given to CLCA publications, which will be promoted on the website and in member mailings, and via the listserv. 

15.1.3
CLCA will only sell texts or provide links to other websites for texts which are congruent with CLCA’s Fundamental Principles and Statement of purpose, as found in the Bylaws. 

15.1.4
CLCA Position Papers and other short publications will be placed on the CLCA website, to be downloadable as a member service. 

15.1.5
Where appropriate, CLCA publications such as the syllabi from previous years’ conferences and past World Breastfeeding Week folders will be freely downloadable, as a member service and to save costs of printing, handling and postage. 

15.1.6
All CLCA publications will be reviewed every 5 years to determine if any updates are needed.
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SECTION 15.2:
PUBLICATION DEVELOPMENT PROCEDURE 

The following procedure outlines the responsibilities for development of new CLCA publications. 

15.2.1
A Publications Coordinator will be appointed by the President to facilitate the development of a  specific publication

For new documents: 


15.2.1.1
Work with the CLCA Board of Directors (BOD)  to identify the need for new publications.


15.2.1.2
Following CLCA BOD approval for a new publication, supervises and coordinates CLCA BOD approval for the development plan and budget done by the Education Coordinator


15.2.1.3
Supervise the review and editing process 


15.2.1.4
Send completed product to Publications Committee for or review and approval

15.2.2
CLCA BOD then votes upon and approves final document 

For documents requiring revisions: 


15.2.2.1
Monitor the date of publications and assures that a review is done every year to identify those documents that need to be revised 


15.2.2.2
Develop a revision plan as outlined above.

15.2.3
 Director of Marketing 


15.2.3.1
Following CLCA BOD approval, coordinate graphic design and production.


15.2.3.2
Send to responsible Director for final review and editing.


15.2.3.3
Notify responsible Director when completed. 


15.2.3.4
When approved, develop a marketing strategy for the publication.

15.2.4
Publications committee Chair 


15.2.4.1
Draft publication description for the bookstore and newsletter. 


15.2.4.2
Monitor sales and inventory


15.2.4.3
Monitor the need for revisions and notify Secretary or Director of Marketing


15.2.4.4
Work with the Director of Marketing to develop promotional strategies
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Section 16:
REIMBURSEMENT

Board members and appointed volunteers will be reimbursed for expenses when doing work for the Association.  Board reimbursement requests must be sent with the appropriate Reimbursement Form (see Attachments) and should be sent directly to the Treasurer; appointed volunteers should get approval of their board member liaison before submitting requests to the Treasurer. 

16.1
Domestic air travel must be booked via the Internet or through a local travel agency and will be booked at the lowest discount coach fare.



16.1.1  Thirty days prior to travel dates is preferred.

16.2
Ground travel will be reimbursed for mileage at the US government rate per mile.

16.1.2  Mileage for city-to-city travel will never be reimbursed at greater than

the lowest discount coach fare.

16.3
Food costs and daily gratuities will be reimbursed at the US government per diem rate. 

16.4
Reimbursement will be made for room and tax only on hotel or lodging bills.

16.5
Reimbursable expenses generally include:

16.5.1  Phone calls related directly to the CLCA project, committee, or position

16.5.2
Fax transmissions related directly to the CLCA project, committee

or position

16.5.3 Copying 

16.5.4 Postage and shipping

16.5.5 Other budgeted items depending on the specific position

16.6 The following items are generally NOT reimbursable:

16.6.1 Phone, fax, office, and computer equipment and repairs

16.6.2 Phone or Internet line charges

16.6.3 Personal calls, faxes, copying, postage, etc.

16.6.3 General office supplies such as pens, paper, staples, fax supplies, etc.

16.6.4 Personal travel associated with CLCA authorized travel

16.6.5 Expenditures not already budgeted

16.7
All expenses for board members related to attending Board meetings, including conference registration are paid by CLCA.

16.8
The budget for each board position is based on the previous year's expenses plus a budget request submitted by the Director for activities specific to the position.  Once the annual budget is approved by the board, each Director has the authority to spend the funds allocated in her/his area of responsibility. Each Director is responsible for keeping CLCA's overall budget and financial integrity in mind when spending or authorizing expenses of committees and projects.

16.9
Unbudgeted expenses need prior approval of the Treasurer.

16.10
When a project or Director's expenses threaten to exceed amount preapproved by the board for that year, the President will be alerted by the treasurer. 

16.11
Expenses should be submitted at least quarterly.

16.12
An exiting board member will be reimbursed for expenses incurred in transferring the position up to 30 days following the end of the last conference board meeting.  



16.12.1  Bills may be submitted up to 60 days following the end of the last conference Board meeting.  



16.12.2 Cost of other consultations between incoming and outgoing officers may be reimbursed at the discretion of the President and Treasurer.

16.13
Reimbursement requests must be submitted on the Reimbursement Request Form with original receipts attached for each expense.



16.13.1  For expenses where a receipt is difficult to obtain (such as tips when traveling), a handwritten and signed contemporaneous log of expenses is acceptable.  If a receipt has several items that are not CLCA related, circle or highlight the CLCA expenses and total them.



16.13.2  The Treasurer may ask for an explanation of any or all expenses. 

16.14
At the discretion of the board, a stipend can be paid to appointed volunteer members to attend designated meetings or conferences representing the CLCA.  This stipend may include one day for travel. The daily stipend is determined by the board.

16.15
Expenses incurred by a member while doing volunteer work for the Association will be reimbursed following approval of the expenses by the board liaison for that project.

Section 17:
RESALE POLICY 

SECTION 17.1:

MATERIALS, USE OF 

17.1.1
General Use of Materials 

Use of materials, including intellectual property materials, belonging to the CLCA requires: 


◆Approval by two CLCA BOD members when permission to reproduce is sought; 


◆Crediting of the CLCA on any shared or adapted document 


◆Use of a header or footer on all materials, with the date of approval/revision 


◆Inclusion on all materials the following contact information for ordering:  current CLCA mailing address, current CLCA website address, current CLCA phone number, CLCA logo and current CLCA email address 

17.1.2
Resale of Materials 

Resale of CLCA produced materials will be allowed under the following conditions: 


◆The Requestor will complete a “Resale of Materials Request” form to identify parameters for the sale of materials. 


◆Resale vendors must meet CLCA’s advertising policy and educational standards. 


◆Vendors may not resell CLCA materials below the CLCA’s standard price. 


◆Negotiations for materials will be handled on an individual basis. For instance, materials funded by a government grant may not be able to be resold at a profit. 


◆The CLCA will determine an appropriate bulk or discount sale of the materials to the vendor to ensure that the CLCA recovers the cost of printing and production of the materials, and will negotiate the selling price with the vendor. 

Resale of CLCA Materials Request

Date of Request 



  Date Needed 






Name of person making request









Company name 











Company address 











City




State


Country 




Postal Code 


Phone 



 Fax 





E-mail 













	CLCA Materials Requested
	Quantities Requested
	CLCA Retail Price
	Vendor’s Intended Price

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Intended venue(s) for selling materials: 



 Conference 

 Name of conference 








 Date of conference 










 Lactation course



 Internet



 Other (Explain: 






)

Target audience group(s) 










General Guidelines:

Resale of CLCA produced materials will be allowed under the following conditions:

All requests for resale of materials are subject to approval by the BOD.      

Resale vendors must meet CLCA’s advertising policy and educational standards.

Vendors may not resell CLCA materials below CLCA’s standard price.

Negotiations for materials will be handled on an individual basis.  For instance, 

materials funded by a government grant may not be able to be resold at a profit.  

The CLCA will negotiate an appropriate price of the materials to the vendor 

based on the CLCA’s costs for printing and production, and must approve the resale

price requested by the vendor.  

The requestor’s signature below attests they are in compliance with CLCA’s Advertising Policy and Educational Standards.  The signature further agrees that the vendor will comply with all policies set forth in this document.  This Resale Request Form must be signed and returned to the CLCA before acceptance can be confirmed. 

Send to the attention of:

CLCA President

PO Box 460367 Denver, CO  80246

Phone:  (720) 282-9508   

E-mail:  ColoradoLCA@gmail.com

Resale Requestor Signature 





Date

CLCA’s Authorized Agent





Date
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Section 19:
STRATEGIC PLAN

Allocation of Association resources will be based on the strategic plan. The strategic plan will advance CLCA’s mission and vision. 

19.1
The board will review and approve the Strategic Plan bi-annually.

19.2
The board will systematically and regularly survey the membership and incorporate the findings into the Strategic Plan. 

Section 20:
CLCA CONFERENCE EXHIBIT PROCESS 

SECTION 20.1:  CONTRACTS

20.1.1
All contracts involving CLCA must be approved by the President.  In the case where the President has recused her/himself from contract approval, the President-Elect or Treasurer may be designated to provide approval.  

20.1.2
Those who may sign contracts for CLCA are (a) the President; or, having first received written authority from the President which describes specifically the contract to be signed, (b) the Treasurer, or (c) another CLCA Board member.

20.1.3
Board liaisons will review contracts involving matters in their portfolio, and make a recommendation to the President whether or not to approve the contract.

20.1.4
The contract for management services of CLCA will be reviewed and discussed by the CLCA Board of Directors as a whole before the President approves and signs the contract.

20.1.5
All contract documents may be transmitted electronically for review, approval and signature.  The CLCA will retain a hard-copy of all contracts approved.







`












SECTION 20.2:  DISPLAY, CLCA

The CLCA display includes only Board approved materials supplied by the CLCA office, and the display must be staffed by an CLCA member.

20.2.3
No other materials including, but not limited to, those promoting activities of other organizations, private or incorporated, nor materials for sale by or promoting the member staffing the display may be placed with it.
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Section 21:
VOLUNTEER POSITIONS

SECTION 21.1:  GENERIC

The Board of Directors may appoint a member of the association to serve CLCA in an official capacity within the association or as representative to another organization. Volunteer positions are approved by a majority vote of the Board.

21.1.1
The proposal for a new volunteer position must be accompanied by a job description, rationale, and budget.

21.1.2
The appropriate Board liaison is responsible for presenting one or more candidates for consideration by the Board. 

21.1.2.1
All positions will be for a term of 3 years and will be advertised in the newsletter unless the job description states otherwise.

21.1.2.2
All candidates must be current members of CLCA. 

21.1.2.3
The job description for each volunteer position must include that the volunteer may not use information learned through confidential CLCA communications for personal or commercial gain.

21.1.3
The Board liaison is responsible for providing the volunteer with information regarding:

◆CLCA's position on issues likely to be brought up at the meeting and how

that position should be presented 

◆People who are likely to attend the meeting

◆Important information to seek training and diplomatic issues

◆A deadline for submitting a written report to the Board

21.1.4
Expenses for the volunteer to represent the association at meetings will be included in the budget for the activity or for the board member who is the liaison for the activity. 

21.1.4.1
When acting on behalf of CLCA, volunteers may not accept financial support (supplies, services, or funds) from any corporation, manufacturer, or researcher to support their work for the Association.

21.1.4.2.
The volunteer must complete a CLCA Reimbursement Request Form and submit it to the treasurer, which will forward it to the appropriate Board liaison for approval.

Section 22: WEB SITE POLICY

SECTION 22.1:
PURPOSE

The CCLA  website is to serve as a business component, promote public relations, and provide a communication and outreach tool, for members, and non-members.

SECTION 22.2:
DESCRIPTION

22.2.1
The Website has two components:


◆A standard website housing a variety of information and free, downloadable products.


◆The standard section is maintained by a Web Master


◆A secure section as a firewall for member-only access and on-line purchases of materials.

22.2.2
CLCA does not evaluate or endorse any materials, products, or services of IBCLCs.


22.2.2.1 This disclaimer/disclosure will be clearly stated on the bottom of every page

22.2.4
The CLCA Web Site is copyrighted, registered, and the sole property of the Colorado Lactation Consultant Association.


22.2.4.1 All documents posted on the web page may be printed and copied in their entirety and are not to be adapted without permission and not used for commercial purposes.


22.2.4.2 All documents posted on the web page must comply with the Template for CLCA Documents.
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