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General Policies of North Carolina Association for Career and Technical
Education

1. Policyand Procedure Manual
a. The policies of this manual shall be reviewed in their entirely annually by the
Bylaws Committee.
b. A policy may be added, deleted, or amended by a majority vote of the Board of
Directors.

2. Responsibilities
a. Whenamemberisunable toattend a regularly scheduled board meeting, he/sheis
expected to notify the president. Inthe case of the absence of a division president or
president-elect, itisthe responsibility of the division president or president-elect to secure a
substitute. The substitute may participate in the discussion but cannot make motions or
vote.

3. Structure
a. Thetwo divisionalvice presidents elected by the Board of Directors to serve onthe
Executive Committeewillbe announced during the annual delegate assembly.

4. Organization and Function
a. Outgoing membersof the Board of Directors will receive the following recognition:
i. PastPresident: willreceive aplague. These items will be included inthe Association
budget.
ii. RetiringVice Presidents and Committee Chairs: will receive a certificate of appreciation.

5. Meetings
a. TheBoard of Directors holds three regularly scheduled meetings each yearas follows:
i. Thefall Board meetingtobe heldin Octoberor November.
ii. ThewinterBoard meeting, tobe heldin February or March.
iii. ThesummerBoard meetingtobe held priorto and at the site of the Annual Careerand
Technical Education Summer Conference.
b. All meetingsof the Board of Directors, except executive sessions, shall be opentoany
memberof NCACTE.

6. Travel Reimbursement

a. Officers Reimbursement: The President, Past President, and President-Elect will have travel
budgets asadoptedinthe Association budget each year. Out-of-state travelwill be
authorized by the President and Executive Director.

b. Reimbursementforin-stateand out-of-state travel will be at rates currently in effect for
employeesin State government.

c. Expensevouchersshould be submitted monthly. Anoriginal copy of the airline ticket and
hotel/motel charges mustaccompany an expense voucher.

7. Election of President-Elect



The office of President-Elect of NCACTE shall go only to those who have demonstrated
outstandingleadership ability and who have asincere and genuine interestin furthering the
development and improvement of Careerand Technical Education through NCACTE
activities.

8. Waorkshops and Conferences

a.

Conferencesplayanintegral role in achieving the overall mission of the NCACTEand are

especially effective in reaching specific NCACTE goals of:

1. Assumingand maintainingactive state leadership ininitiating, expanding, improving,
and promoting careerandtechnical education.

2. Providingastate open forum for the study and discussion of all questionsinvolvedin
careerand technical education.

In response to formal invitations from associated and related organizations to co-sponsor

theirevents, the Executive Committee will determine the appropriateness of NCACTE's co-

sponsorship based upon an analysis of factorstoinclude:

1. Workshoptopic, objectives, agenda, target audience

2. Directand indirect coststo NCACTE

3. Anypotential conflictininterest

When the request relates to specificdivisions, the Executive Director will contactthe

respective division foradvice.

The Executive Directorordesignee will be the Association’s representative in the planning,

conducting, and financial operations of those workshops/conferences sponsored or co-
sponsored by NCACTE.

9. Annual Budget

a.

Any purchase of supplies orequipmentin excess of $1,000 shall be made on the basis of
bids requested from three or more competentvendors. Bids onitems which costless than
$1,000 will be obtained when the nature of such items and good business practices so
indicate.

Expenditures fromthe Association’s fund balance shall require the approval of the Executive
Committee and the Board of Directors.

10. Disbursementof Funds

a.

Disbursement of monies shall be made by the Finance Officer uponre ceipt of billsand
properly executed vouchers approved by the President or Executive Director from the
Association’s checking accountorreserve account. The signature card shall contain the
names of the Finance Officerand Executive Director; only one signature shallbe required on
checks.

Disbursement of monies shall be made by the Executive Director from the separate checking
account maintained fortrade show income and expenses. The signature card shall contain
the names of the Finance Officerand Executive Director; only one signature shall be
required on checks.

11. Bonding

a.

The President, The Executive Director, the Finance Officer, and division treasurers shall be
bonded foramountsto be determined by the Board of Directors, the cost of the bondsto be
paid by the Association.



12. Financial Reporting

a.

The Finance Officershall prepare an analysis of budget expenditures for each meeting of the
Board of Directors. An annual financial statement shallbe prepared forthe Board meeting
preceding the annual Delegate Assembly.

The Executive Director shall maintain aseparate account for receiving and disbursing funds
related to the annual trade show at the North Carolina CTE Summer Conference and shall
make reports to the Executive Committee and Board of Directors at each of the regularly
scheduled Board meetings.

The Board shall selectan accountant to audit the financial records for the fiscal year.
Following adoption of the auditreport by the Board, the audited financialreportshall be
publishedinthe Association newsletter.

Each NCACTE Division president shall submit a copy of the Division’s budgettothe NCACTE
Presidentno laterthan August 30 each year. At the same time, the Division president shall
submita copy of the auditreportfor the Division’s financial records for the preceding year.



Duties of NCACTE Officers

President

1. Preside atthe Assembly of Delegates and other meetings of the Association.

2. Serve as chair of the Board of Directors and the Executive Committee.

3. Serve asan ex-officio member of all other committees exceptthe Nominations Committee.

4, Appointaparliamentarian.

5. Appointcommittees and committee chairs not otherwise provided forin these bylaws, subject
to the approval of the Executive Committee.

6. Approve all vouchers forthe disbursement of funds budgeted or otherwise approved by the
Board of Directors.

7. Execute, withthe Finance Officer, any legal documents pertaining to the Association, upon
authorization by the Assembly of Delegates.

8. Representthe Association atthe annual ACTE convention and ACTE Assembly of Delegates, as
the NCACTE delegation chair; atthe ACTE Region Il meeting; and at other careerand technical
education meetings as deemed necessary.

9. Maintainall permanent Association records not specifically assigned to another office or
position.

10. Performsuch other duties as may be prescribed inthese bylaws and by the parliamentary

authority adopted by the Association, or assigned by the Board of Directors.

President-Elect

1
2.

w

Preside at meetings at which the presidentis absent orotherwise unable to preside.
Succeedtothe office of president at the expiration of the president’s full term of office, and to
the office ofimmediate past president the following year.

Serve as chair of the StrategicPlan Committee.

Serve asa memberof the NCACTE Assembly of Delegates, the Board of Directors, and the
Executive Committee; and as an ex-officio member, without vote, of all other committees
exceptthe Nominations Committee.

Appoint committeesin advance toserve duringthe yearin which he/she will be president,
subjecttothe approval of the Executive Committee at the last Board meeting precedingthe
Assembly of Delegates.

Serve as the President’s official representative, upon request.

Perform such otherduties as may be prescribedinthese bylaws orassigned by the Board of
Directors.

Immediate Past President

> w

Serve as chair of the Membership Committee.

Serve asa member of the NCACTE Assembly of Delegates, the Board of Directors, and the
Executive Committee.

Serve as Compliance Officer of the organization with regards to the Whistleblower Policy.
Serve as chair of the Audit Committee.

Perform such otherduties as may be prescribedin these bylaws or assigned by the Board of
Directors.



Vice Presidents Representing Divisions

1.

Serve as members of the NCACTE Assembly of Delegates as chairs of their respective division
delegations.

Serve as members of the Board of Directors and the Membership Committee.

Be responsible forseeing that the NCACTE bylaws, policies, and programs of work are
implemented intheirrespectivedivisions.

Serve as the Audit Committeeas needed forthe Whistleblower policy.

Perform such otherduties as may be prescribedin these bylaws or assigned by the Board of
Directors.

The Vice President representing the division of which either the NCACTE President or President-
Electis a membershall, inthe eventthat either of those officesis vacated between elections,
assume that office andits assigned duties for the unexpired term, as prescribed in ARTICLE VIII,
Section 7, Part B of the organization’s bylaws.

The Vice President representing the division of which the Presidentisamembershall serve asa
member of the Executive Committee.

Vice Presidents-Elect

1. Succeedtothe offices of NCACTE vice presidentand division president at the expiration of their
predecessors’ terms of office.

2. Serve asmembersof the NCACTE Assembly of Delegates.

3. Serve as members of the Board of Directors and the Strategic Plan Committee.

4. Performsuchotherdutiesas may be prescribedinthese bylaws orassigned by the Board of
Directors.

8. TheVice President-Elect representing the division of which eitherthe NCACTE President or
President-Electisamembershall, inthe event that office is vacated between elections, assume
the offices and assigned duties of NCACTE vice president and division president for the
unexpiredterms, as prescribed in ARTICLE VIII, Section 7, Part B.

Historian
1. Serve asa memberof the NCACTE Assembly of Delegates and the Board of Directors.
2. Maintainand preserve the historical records of NCACTE.

Secretary

1. Serveasa memberofthe NCACTE Assembly of Delegates, the Board of Directors, and the
Executive Committee.

2. Recordand disseminate minutes of all meetings of the Assembly of Delegates, the Board of

Directors, and the Executive Committee.

a. Minutesofthe Assembly of Delegates shall be submitted, no later than two weeks following
the meeting, forapproval by the presiding officerand the parliamentarian of that meeting.
Copies of the approved minutes shall be disseminated to the Board of Directors no later
than one month following the meeting, and tothe Assembly of Delegates at the next
convention.

b. Minutes of each Board of Directors meetingshall be submitted, no laterthan two weeks
following the meeting, tothe President for editorial review. Copies of the reviewed minutes
shall be disseminated to all Board members no later than one month following the meeting.
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c. Performsuchotherappropriate dutiesas may be prescribedinthese bylaws orassigned by
the Board of Directors or the President.

Parliamentarian

1.

Serve asa member of the NCACTE Assembly of Delegates, the Board of Directors, the Executive
Committee, the Bylaws Committee, and the Resolutions Committee.

Serve as adviserto all officers, committees, and members on matters of parliamentary
procedure, organizational protocol, and interpretation of NCACTEand ACTE bylaws and policies.

Performsuch otherappropriate duties as may be assigned by the President or the Board of
Directors.



Duties of Other Personnel

Executive Director

1. Serveasa non-voting ex-officio member of the NCACTE Assembly of Delegates, the Board of
Directors, the Executive Committee, and the Legislative Committee.

2. Performadministrative duties necessary for maintaining NCACTE office, planningand
conducting meetings, communicating with elected officers and members.

3. Assistofficers by coordinating meetings/activities of the Executive Committee, Board of
Directors, and Assembly of Delegates.

4. Developandimplement membership/marketing planto recruitand retain NCACTE membership

base.

5. Coordinate, in cooperation with the NCDPI State Director, the exhibitors’ component of CTE
Summer Conference.

6. Work with state and federal legislators to achieve associations’ legislative goals and policy
statements.

7. Representthe association at meetings, conferences, etc. where publicpolicy issues affecting
careerand technical education are discussed.

8. Propose anannual budgetforthe association tothe Executive Committee.

9. Work with newsletter editorin publishing NCACTE NEWS and with the secretaryin publishing
the annual yearbook.

10. Make quarterly reports of activities to the Board of Directors.

11. Developrelationships between NCACTE and other professional organizations.

12. Conductthe correspondence of the association as directed by the President.

13. Performsuch otherappropriate duties as may be assigned by the Board of Directors.

Finance Officer

1. Serveasa non-voting ex-officio member of the NCACTE Assembly of Delegates, the Board of
Directors, and the Executive Committee.

2. Receive and, underthe direction of the Board of Directors, hold in safekeeping all monies paid
to the Association.

3. Disburse all moniesinaccordance with procedures prescribed in ARTICLE VII of the
organization’s bylaws.

4. Maintain complete, accurate, and permanent financial and membership records of the
Association.

5. Presentwrittenreportsatthe NCCTE Assembly of Delegates and at meetings of the Board of
Directors and the Executive Committee.

6. Deliverall financial recordstothe authorized auditor no laterthan forty-five days following the
close of the fiscal year.

7. Performsuchotherappropriate dutiesas may be prescribedinthese bylaws orassigned by the
Board of Directors.

Legislative Lobbyist
1. Serveasthe "eyesandears" for NCACTE concerning developmentsinthe N.C. General Assembly
both when the legislature isin session and during committee meetings between sessions.

10



10.

11.

12.

Keep the NCACTE Executive Directorand the Chair of the NCACTE Legislative Committee
adequately advised and informed about legislative activity.

Release all correspondence through the office of the NCACTE Executive Director.

Do weekly government and legislative advocacy reports for distribution to members, as well as
an annual report aftereach session adjourns. Also, do legislative alerts on an as-needed basis.
Reportto the NCACTE Board of Directors duringits three regularly scheduled meetings peryear.
Serve as advisorto the NCACTE Legislative Committee. Thisincludesthe responsibility of
trainingand organizingthe committee.

Coordinate/manage NCACTE meetings with legislators.

Work with the NCACTE Legislative Committee to organize and conduct an annual “North
Carolina Legislative Policy Day”.

Monitor, as needed, any agency/regulatory meetings.

Develop recommendations on how toimprove NCACTE's effectiveness in the legislature with
long-range strategicplans.

Helpimprove NCACTE'simage and effectiveness both in the legislature and the education
community.

Registeras a lobbyist with North Carolinaand pay the appropriate lobbyist fee to the Secretary
of State.

11



NCACTE Standing Committees

Audit Committee

1

The Audit Committee shall be composed of a chair, who isthe immediate past president, and
the president from each division.

This committee shall be responsible forinvestigating and resolving all reported complaints and
allegations concerningviolations of the Code of Conduct. The committee shall address all

reported concerns or complaints regarding corporate accounting practices, internal controls or
auditing.

Awards Committee

1

The Awards Committee shall be composed of achair, to be appointed by the President, and one
member from each division.

This committee shall plan, publicize, and implement an awards program designed to recognize
outstanding achievement and outstanding service to the Association and to careerand technical
educationin the state. This committee shall work closely with the PublicInformation Committee
and the Newsletter Committee.

Bylaws Committee

1

The Bylaws Committee shall be composed of a chair, who shall be the NCACTE Parliamentarian,
and four members appointed by the President.

This committee shall have athorough knowledge of the NCACTE, ACTE, and ACTE Region I
bylaws and operating procedures; shall review the NCACTE Bylaws and operating policies
following the ACTE convention and shall submit written recommendations for needed changes
to the Board of Directors forapproval; and shall present approved changes to the Assembly of
Delegates foradoption, as prescribed in Article XIX of these bylaws.

Legislative Committee

1

The Legislative Committee shall be composed of achair and at least one member representing
each of the educational regionsin the state, to be appointed each year by the President. The
Executive Director shall serve as an ex-officio member.

This committee shall develop the state legislative platform for adoption by the Assembly of
Delegates, followingits approval by the Board of Directors; shall establish and implement, with
the Executive Committee, an annual state-wide legislative network composed of members
representingall divisions and all levels of instruction, and shall assign each member of the
network to work with a state legislator; shall provide currentinformation on national, state, and
local legislative and policy items affecting the Association and careerand technical education;
and shall promote interest and participationin legislative activities.

12



Membership Committee

1. The Membership Committeeshall be composed of achair, who shall be the Immediate Past
President, and the division presidents/NCACTE Vice Presidents.

2. Thiscommittee shall plan waysto recruit, involve, and retain membersinall program areas and
at all instructional levels; shall establish and implement an annual membership network
composed of the members of the division membership services; and shall promote the
establishmentand growth of chapters.

Newsletter Committee

1. The Newsletter Committee shallbe composed of achair, who shall serve asthe newsletter
editor; a vice chairwho shall serve as assistant editor, one member from each division,
appointed by the respective division presidents; and amemberat large, who shall be appointed
by the Presidentand shall serve foraterm of one year.

2. Thiscommittee shall publish atleastthree issues each year of NCACTE NEWS, the official
publication of the Association. The Executive Committee shallserve as the governing board of
this publication. Each issue of the newsletter shall stipulate the Association’s affiliation with the
Association for Careerand Technical Education. This committeeshall work closely with the
Association for Careerand Technical Education. This committeeshall work closely with the
NCACTE Awards and the PublicInformation Committees.

Nominations Committee
1. The Nominations Committeeshall be appointed by the NCACTE President, and shall be

composed of a chair and one memberfrom each of the division/groups that is notrepresented
by a nominee for office of NCACTE president-elect.

2. Thiscommittee shall perform the duties prescribed in ARTICLE VIII, Sections 3-A and 4-A.

Past Presidents Committee
1. ThePast Presidents Committee shall be composed of a Chair, to be ap pointed by the President,
and shall be opentoall past Presidents of NCACTE.
2. The Past Presidents Committee shall have the authority to defineitsannual program of work for
any given fiscal year. The Past Presidents Committee Chairshall present to the Board of
Directorsits proposed annual program of work at the annual fall workshop and with the

approval of the Board of Directorsimplement their strategies designed to accomplishits
program of work. (Adopted AOD’14)

Professional Development Committee
1. The Professional Development Committee shallbe composed of achair; one memberfrom each
division, appointed by the respective division presidents; and a memberatlarge, who shall be
appointed by the President and shall serve foraterm of one year.

13



2. Thiscommittee shall promote opportunities for professional contribution and growth of
members; shall work to obtain state policies and resources designed to allow careerand
technical education personnel to stay currentin their fields; shall promote professional ethics
and standards; shall assist membersin determining their professional development needs; and
shall promote interestand involvementin the professional careerand technical education
association.

Strategic Plan Committee

1. The StrategicPlan Committee shall be composed of achair, who shall be the President-Elect,
and the division presidents-elect/NCACTE Vice Presidents-elect.

2. Thiscommittee shall oversee and evaluatethe implementation of the NCACTE StrategicPlan for
the current yearand shall reportitsfindings to the Assembly of Delegates; and shall plana
coordinated strategic plan for the next fiscal year. The strategic plan shall be adopted by the
Board of Directors and presented tothe Assembly of Delegates.

Public Information Committee

1. ThePublicInformation Committeeshall be composed of a chair; one memberfrom each
division, appointed by the respective division presidents; and a memberat large, who shall be
appointed by the President and shall serve foraterm of one year.

2. Thiscommittee shall communicate to the public; the mission, scope, needs, quality, importance,
and contributions of careerand technical education and the Association; and shall provide
timely and prompt publicity, including photographs, to professional publications and to the
appropriate national, state, and local news media, on all newsworthy activities and
achievements of the Association and its members. This committee shallwork closely with the
Awards Committee and the Newsletter Committee.

Resolutions Committee

1. The Resolutions Committeeshall be composed of achair; one memberfrom each division,
appointed by the respectivedivision presidents; and amemberat large, who shall be appointed
by the Presidentand shall serve foraterm of one year. The Parliamentarian shallbe an ex-
officio member, without vote.

2. Thiscommittee shall meet before the pre-convention meeting of the Board of Directorsto
review all proposed resolutions, and shall presentits recommendations to the Board of
Directorsforreview and to the Assembly of Delegates foradoption. Copies of the committee’s
recommendations, including the Board’s recommendation forapproval or rejection of each
resolution, shallbe made available forreview priortothe Assembly of Delegates.

14



Tellers Committee
1. TheTellers Committeeshall be composed of achair and two members who shall be appointed
by the President, and who shall be members of the division represented by the candidates for
the office of NCACTE president-elect.
2. Thiscommittee shall perform the duties prescribed in ARTICLE VIII, Section 4-A.

Ways and Means Committee
1. The Ways and Means Committee shallbe composed of achair; one memberfrom each division,
appointed by the respectivedivision presidents; and amemberat large, who shall be appointed
by the Presidentand shall serve foraterm of one year.
2. Thiscommittee shall recommend and carry out activities designed to ensure the financial
welfare of the Association.

15



ACTE RegionII Policy Committee-State Representative

Each state association, inaccordance with the ACTE Region Il Operating Policies and Procedures, shall be
responsible forselecting a representative to serve onthe Region Il Policy Committee.

Affiliated or life members of ACTE/NCACTE shall be eligible to serve as the state representative. The
NCACTE representative shall be selected by the NCACTE Board of Directors, subjectto the approval of
the ACTE Board of Directors. Vacancies shall be filled by the NCACTE Board of Directors.

The term of office of Region Il Policy Committee members shall be three years on arotational basis,
beginningJuly 1. Terms of NCACTE representatives shall expire each three years from 1978. A member
shall be ineligible to serve two consecutive full terms.

The state representative shall perform such duties as may be assigned by the ACTE Region Il Policy
Committee, and shall present reports to the NCACTE Board of Directors and/ormembership upon
requestoras deemed necessary.

16



Division Rotations for President Elect Nominations

Year A - Beginning 2018-2019
Administrative Division
Technology Education Division
New & Related Services Division

Year B — Beginning 2019-2020
Family Consumer Sciences Division

Curriculum and Instructional Management Division
Guidance Division

Year C —Beginning 2020-2021

Business and Marketing Education Division
Health Science Division

Trade & Industrial Education Division

Year D — Beginning 2021-2022
Agricultural Education Division
NC-ALIVE Division

17



NCACTE Code of Conduct for Board Members
(adapted from ACTE)

WHEREAS, the Board of Directors of the North Carolina Association for Careerand Technical Education
(NCACTE) wishes to ensure thatitandits individual members maintain a high standard of ethical and
professional conductin the performance of their responsibilities as Directors,

NOW, THEREFORE, BE IT RESOLVED THAT the Board hereby adopts the following Code of Conduct:

1. Board Membersshall act in the best interests of NCACTE as a whole. Board Members serve for
the benefit of the entire membership of NCACTE rather than any particular constituency, and
shall, atall times, strive to dowhatis best for NCACTE as a whole and to promote and enhance
the reputation and standing of NCACTE.

2. Board Membersshall carry out their responsibilities in good faith with reasonable care,
honestyand due diligence. Board Members shall be informed, actively participate in Board
discussions, regularly attend Board meetings and be responsible for setting NCACTE’s strategic
direction.

3. Board Members shall comply with governing documents and relevantlaw. Board Members
shall use theirbestefforts atall timesto make reasonable decisions that are consistent with the
Articles of Incorporation, Bylaws, and othergoverning documents of NCACTE, and to be familiar
with all such documents. Board Members shall comply with all applicablelaws, rules and
regulations.

4. Board Members shall refrain from using their position on the Board for their personal
advantage. Board Members are not to engage in self-dealing or exploit opportunities that
become availabletothem because of their position onthe Board if those opportunities fall
withinthe scope of NCACTE’s current or planned activities.

5. Board Members shall maintain confidentiality. Board Members shall at all times maintainthe
confidentiality of all legal, contractual, personnel, and similar confidentialand non-public
information entrusted to them oracquired during their service on the Board.

6. Board Members shall disclose conflicts of interest. Board Members shall disclose any perceived
or potential conflict of interestin accordance with NCACTE's Conflict of Interest Policy.

7. Board Members shall behave professionally at meetings. Board Members shall conduct
themselves atall meetings, including board meetings, annual meetings of the members, and
committee meetings, in a professional, courteous, respectful and businesslike manner. Personal
attacks against other Board Members, members, management, employees, or guests are not
consistent with the bestinterests of NCACTE.

8. Board Members shall refrain from harassment. Board Members shall notin any way harass,

threaten, orotherwise attempttointimidate any other Board Member, member, or
management staff.

18



9. Board Members shall refrain from making publicstatements on behalf of NCACTE unless
authorized to do so.

10. Board members shall comply with all Association policies addressing their conduct. Such

policiesinclude the Conflict of Interest Policy, the Whistleblower Policy, and the Retention
Policy.

Violation of the Code of Conduct.

Board Members should reportviolations of the Code to the President and Executive Director of NCACTE.
Allegedviolations will be investigated and appropriate action takeninthe event of aviolation. Sanctions
may be imposed by the Board commensurate with the degree of the violation and mayinclude a
cautionary admonition, a private letter of censure, arequestforcounseling orotherremedial action, a
request forresignation or such otheraction, including removalfrom office by vote of the Board, as the
Board may deem appropriate.
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NCACTE Code of Ethics
(Adopted from the ACTE Code of Ethics)

The career and technical educator believesinthe worth and dignity of each individual and in the value
of careerand technical education in enhancingindividual development. Consequently, careerand
technical educators strive for the highest ethical standards to meritthe respectand confidence of
students, colleagues and the community. They use theirskills and knowledge to develop each of their
students or colleagues to maximize human potential. This statement provides aframework by which to
guide careerandtechnical educators and the institutions through which they work in attaining the
highest degree of professionalism.

With respectto self, the careerand technical educator:

Represents personal and professional qualifications in atrue and accurate manner.

Maintains confidentiality of students and colleagues except where disclosure is compelled by
law or to serve a compelling professional need.

Bases professionalaction and decisions upon sound, objective rationale without influence of
favors, gifts, or personal or political advantage.

Recognizesand accepts responsibility forindividual actions, judgments and decisions.

Strives throughout one's careerto master, maintain and improve professional competence
through study, work, travel and exploration.

Contributes to the growing body of specialized knowledge, concepts and skills that characterize
careerand technical education.

Strives forthe advancement of careerand technical education, upholdsits honorand dignity,
and works to strengthenitin the community, state and nation.

Participates actively in the work of professional organizations to define and improve standards
of careerand technical education preparation and service.

Establishes and maintains conditions of employment conducive to providing high-quality career
and technical education.

Prepares carefully asateacherso instructionis accurate, current, objective and scholarly, and
designedto enhance the students’ individual capabilities.

Exercises professional judgmentin presenting, interpreting and critiquingideas, including
controversial issues.

Joinswith other professionals whose missionistoimprove the delivery of careerand technical
education tothe nation's citizens.

With respectto others, the careerand technical educator:

Uses individual competence as a principal criterion in accepting delegated responsibilities and
assigning dutiesto others.
Provides statements aboutacolleague orstudentin afair, objective manner without
embarrassmentorridicule.
Provides educational and/or careeroptions to all students or colleagues.
Evaluates students and colleagues without regard torace, color, creed, sex, status or any other
factor unrelated to the needforcareerand technical education,

o allowsanystudentorcolleague to participate inthe program who can benefitfrom the

program and
o providesthe same benefits oradvantagestoall students or colleaguesin the program.
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Respectsthe rights and reputations of the students and colleagues with whom one works, and
the institution with which one is affiliated.

Acts to safeguard the health and safety of students and colleagues againstincompetent,
unethical orillegal behavior of any person, whether student or colleague.

Promotes admission to the profession of persons who are fully qualified because of character,
educationand experience, according to legally established criteria and standards.

Exercises professional judgmentinthe choice of teaching methods and materials appropriate to
the needs and interests of each student.

Influences effectively the formation of policies and procedures that affect one's professional
work.
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Whistleblower Policy

General

The North Carolina Association for Career and Technical Education Code of Ethics and Conduct (“Code”)
requires directors, officers and employees to observe high standards of business and personal ethicsin
the conduct of theirduties and responsibilities. As employees and re presentatives of NCACTE, we must
practice honesty and integrity in fulfilling our responsibilities and comply with all applicable laws and
regulations.

Reporting Responsibility
It isthe responsibility of all directors, officers and employees to comply with the Code and toreport
violations or suspected violations in accordance with this Whistleblower Policy.

No Retaliation

No director, officeroremployee who in good faith reports aviolation of the Code shall suffer
harassment, retaliation oradverse employment consequence. An employee who retaliates against
someone who hasreported aviolationin good faithis subjecttodiscipline up toandincluding
termination of employment. This Whistleblower Policy isintended to encourage and enable employees
and othersto raise serious concerns within the Organization priorto seeking resolution outside the
Organization.

Reporting Violations

The Code addresses the Organization’s open door policy and suggests that employees share their
guestions, concerns, suggestions or complaints with someone who can address them properly. In most
cases,an employee’s supervisorisin the best position to address an area of concern. However, if you
are not comfortable speaking with your supervisor oryou are not satisfied with your supervisor’s
response, you are encouraged to speak with anyone in management whomyou are comfortable in
approaching. Supervisors and managers are required to report suspected violations of the Code of
Conduct to the Organization’s Compliance Officer, who has specificand exclusive responsibility to
investigateall reported violations. For suspected fraud, orwhen you are not satisfied or uncomfortable
with following the Organization’s open door policy, individuals should contact the Organization’s
Compliance Officerdirectly.

Compliance Officer

The Organization’s Compliance Officeris responsibleforinvestigating and resolving all reported
complaints and allegations concerning violations of the Code and, at his/herdiscretion, shall advise the
Executive Committee. The Compliance Officer has direct access to the audit committee of the board of
directorsandis required toreportto the audit committee at leastannually on compliance activity. The
Organization’s Compliance Officerisimmediate past president and chair of the audit committee.

Accounting and Auditing Matters

The audit committee of the board of directors shall address all reported concerns or complaints
regarding corporate accounting practices, internal controls or auditing. The Compliance Officershall
immediately notify the audit committee of any such complaintand work with the committee until the
matteris resolved.

Acting in Good Faith
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Anyone filingacomplaint concerningaviolation or suspected violation of the Code must be actingin
good faith and have reasonable groundsfor believingthe information disclosed indicates a violation of
the Code. Any allegations that prove not to be substantiated and which prove to have been made
maliciously orknowingly to be false will be viewed as aserious disciplinary offense.

Confidentiality

Violations or suspected violations may be submitted on a confidential basis by the complainant or may
be submitted anonymously. Reports of violations or suspected violations will be kept confidential to the
extent possible, consistent with the need to conduct an adequate investigation.

Handling of Reported Violations

The Compliance Officer will notify the senderand acknowledge receipt of the reported violation or
suspected violation within five business days. All reports will be promptly investigated and appropriate
corrective action will be taken if warranted by the investigation.
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RetentionPolicy

NCACTE will retain records for the period of theirimmediate or current use, unless longer retentionis
necessary for historical reference, or to comply with contractual orlegal requirements, orforother
purposes as describedbelow. The purpose of this policyisto ensure that necessary records and
documents are adequately protected and maintained andto ensure thatrecordsthatare nolonger
needed orof novalue are discarded atthe appropriate time.

Definitions
e PermanentRetention: Records that are permanent or essential shall be retained and
preserved indefinitely
e CurrentRecords: Records for which convenience, ready reference or otherreasons are
retained in the office space and equipment of the association

Institutional and Legal Records

Articles of Incorporation Permanent
By-Laws Permanent
Minutes Permanent
Tax Exemption Documents Permanent

Employee Payroll Files

Wage or Salary History 7 years
Salary or Current Rate of Pay 7 years
Payroll Deductions 7 years
Time Cards or Sheets 7 years
W-2 Forms 7 years
W-4 Forms 7 years
Garnishments Termination plus 1year

Employee Personnel Files

Employment Application or Resume Termination plus 1year
Employment History Termination plus 1year
Beneficiary Designation Until employee termination
Medical Records Until employee termination
Promotions Termination plus 1year
Attendance Records 7 years

Employee Evaluations 7 years

Disciplinary Warnings and Actions 7 years

Layoff or Termination 7 years

-9 Form 7 years after termination
Employee Injury/Accident Reports 7 years

Retirement Benefits Life of the employee
Disability Records Life of the employee
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Personnel General Files

Pension/Retirement Plans

7 years after termination of
individual plan

Federal Tax Records

Form 990 and 990-T with support

Permanent

Financial Records

Account Receivable 7 years
Original A/P Invoices 7 years
Expense Reports 7 years
1099 & Salesand Use Tax Reports 7 years
A/P Check Registers 7 years
Bank Statements 7 years
Deposit Records 7 years
Bank Reconciliations 7 years
Canceled Checks 7 years

General Ledgers

Current plus 7 years

Journal Entries

7 years

Annual Audited Financial Report

Permanent

Capital Property Records

Property Records

Current plus 7 years

Inventory

Current plus 7 years

Depreciation Schedules

Current plus 7 years

Long-Term Debt Records

Current plus 7 years

Property Improvement Records

Current plus 7 years

Facilities Records

Building Permits

Current plus 7 years

Building Plans and Specifications Permanent
Office Layouts Current
Zoning and Operating Permits Current
Maintenance Records Current

Insurance Records

Property Insurance Policies 7 years
Liability Insurance Policies Permanent
Insurance Claim Documents 7 years

Litigation Records

Claims/Court Documents

Current
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Conflict of Interest Policy

Purpose

The purpose of the conflict of interest policy is to protect the interests of this tax-exempt organization,
(the “Organization”), whenitis contemplating enteringinto atransaction orarrangementthat might
benefitthe private interest of an officer ordirector of the Organization or mightresultina possible
excess benefittransaction. This policyisintended to supplement but notreplace any applicable state
and federal laws governing conflict of interest applicable to nonprofit and charitable organizations.

Definitions
1. Interested Person—Any director, principal officer, ormemberof a committee with governing
board delegated powers, who hasadirector indirect financial interest, as defined below, is an
interested person.
2. Financial Interest
a. Apersonhasa financial interestif the person has, directly orindirectly, through business,
investment, or family:
b. Anownershiporinvestmentinterestinany entity with which the Organization hasa
transaction or arrangement,
c. A compensationarrangementwith any entity orindividual with which the Organization has
a transaction or arrangement, or

d. A proposal ownershiporinvestmentinterestin, orcompensationarrangementwith, any
entity orindividual with which the Organizationis negotiating atransaction orarrangement.
Compensationincludes directandindirect remuneration as well as gifts or favors that are
not insubstantial.

A financial interestis not necessarily a conflict of interest. Apersonwho hasa financial interest may
have a conflict of interestonly if the appropriate governing board or committee decides thata conflict
of interest exists.

Procedures

1. Inconnectionwithany actual or possible conflict of interest, aninterested person mustdisclose
the existence of the financial interest and be given the opportunity to disclose all material facts
to the directorsand members of committees with governing board delegated powers
considering the proposed transaction orarrangement.

2. Theremainingboard or committee members shall decide if a conflict of interest exists.

3. Afterdisclosure of the financialinterest and all material facts, and afterany discussion with the
interested person, he/she shallleave the governing board or committee meeting while the
determination of a conflict of interestis discussed and voted upon.

Adopted July 26, 2017; Revised July 25, 2018
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