ACTE Pathway to Board Leadership Handbook
🌟 Empowering Leaders Who Shape the Future of Career & Technical Education
1. Welcome & Purpose of This Handbook
Thank you for your interest in serving as a Region or Division Vice President for ACTE. This handbook is designed to guide potential candidates through the expectations, benefits, and responsibilities of this important leadership role, helping you determine whether this opportunity aligns with your skills, goals, and passion for CTE.
⭐ Who Should Consider Running for ACTE Region or Division Vice President?
ACTE encourages a wide range of CTE professionals to consider pursuing leadership at the national level. The Vice President role is designed for individuals who are deeply committed to advancing high-quality career and technical education and who want to elevate the voice of educators across the country.
Eligible and ideal candidates include:
· High school CTE educators across all program areas
· Postsecondary CTE faculty, including community college and technical college instructors
· CTE administrators, including building-level leaders, district coordinators, regional directors, state-level CTE leaders, and institutional administrators
· Career guidance and counseling professionals supporting CTE pathways
· Work-based learning coordinators, instructional coaches, and CTE service providers
· Any active CTE professional who meets ACTE’s membership and procedural requirements and wishes to contribute to national leadership
The ideal candidate:
· Demonstrates a passion for strengthening CTE at local, state, and national levels
· Values collaboration, communication, and member engagement
· Has experience in leadership roles within ACTE, state associations, or similar organizations
· Is committed to dedicating the time necessary to fulfill VP responsibilities
· Brings diverse perspectives, experiences, and expertise that enrich ACTE’s governance
If you are a committed CTE professional who wants to shape the future of the association and support educators nationwide, ACTE encourages you to consider running.

Term of Office for ACTE Vice Presidents
The ACTE Vice President position typically includes two phases:

1️⃣ Vice President-Elect (Shadow Year) — 1 Year

The Vice President-Elect is elected one year before taking office. This year serves as a shadowing and preparation term, where the VP-Elect:
• Learns ACTE processes
• Observes the outgoing Vice President
• Participates in meetings to build familiarity

This phase ensures continuity and a smooth leadership transition.

2️⃣ Vice President — 3-Year Term

Following the Elect year, the individual serves a three-year term as Vice President. During this term, the VP:

Total Commitment → 4 Years (1 Elect Year + 3-Year VP Term)
2. Why Consider Serving?
Serving as a Vice President provides opportunities for national leadership, visibility, professional growth, and meaningful impact on CTE. Leaders gain confidence, broaden their networks, and elevate the voice of educators across the nation
3. Eligibility Requirements
📌 Active ACTE membership
📌 Membership within the Region or Division you intend to represent
📌 Demonstrated evidence of ACTE leadership involvement
📌 Employer approval ensuring time availability
📌 Administrative or clerical support for communication tasks
📌 Complete ACTE Awards Portal application by June 15
Preferred Qualifications:
· Experience on ACTE committees
· Engagement in state, regional, or national ACTE programming
· Strong communication skills


4. What Do Vice Presidents Do?
🧭 A. Board of Directors Role
Vice Presidents serve as voting members of the ACTE Board of Directors and are entrusted with influencing the direction, governance, and strategic priorities of the association. Beyond attending meetings, VPs play a crucial role in interpreting member needs and contributing to national decision-making.
Expanded Responsibilities:
· Participate actively in strategic planning discussions.
· Review Board Book materials in advance to prepare for informed conversation.
· Present region/division updates that highlight trends, member priorities, and challenges.
· Serve as a liaison to designated committees or task forces, gathering feedback for the Board.
· Collaborate with fellow VPs, policy committee chairs, and national leaders.
· Represent ACTE’s mission and values while modeling professionalism and transparency.
📘 Your leadership on the Board helps shape the national future of CTE.
🤝 B. Region & Division Leadership Role
VPs act as the primary communication and leadership figure for their Region or Division. This role requires consistent engagement, proactive support to state leaders, and clear messaging to members.
Expanded Responsibilities:
· Publish periodic newsletters (monthly or quarterly) with updates and highlights.
· Maintain accurate division/region webpages with current programs, committee rosters, and announcements.
· Promote ACTE programs including Awards, Fellowship, Membership Campaigns, and VISION.
· Provide leadership at state or regional conferences when invited.
· Encourage strong membership participation by sharing benefits and opportunities.
· Coordinate with state leaders to elevate shared needs and concerns.
· Establish communication rhythms that keep members informed and engaged.
Examples of Effective Member Engagement:
· Highlight innovative practices or educator success stories.
· Hold virtual touchpoints (brief roundtables, listening sessions).
· Utilize ACTE membership dashboards to discuss trends and motivate involvement.
📣 As a VP, you are the bridge between national ACTE leadership and your members.


📋 C. Policy Committee Leadership Role
As Chair of the Region or Division Policy Committee, the VP leads a team of professionals responsible for policy review, membership growth initiatives, and coordination of programming aligned with ACTE’s strategic plan.
Expanded Responsibilities:
· Draft meeting agendas and distribute them in advance of each meeting.
· Facilitate efficient, inclusive committee meetings that honor diverse viewpoints.
· Oversee the annual review of the policy manual and recommend updates.
· Manage the committee’s budget and request adjustments if needed.
· Oversee meeting minutes, ensuring accuracy and timely submission.
· Coordinate subcommittees when needed to support key initiatives.
· Provide direction on regional/divisional programming and volunteer involvement.
Sample Discussion Topics:
· Updating Region/Division policies based on current needs.
· Identifying new volunteer opportunities or committee structures.
· Planning annual events or conference programming.
· Reviewing member surveys to guide improvements.
💬 Your Policy Committee becomes your leadership team—collaboration drives success.
5. Annual Time Commitment Overview
Serving as VP requires ~250–355 hours annually. Below is a monthly breakdown:
🕒 July: 50–70 hours — Board meeting, onboarding, planning
🕒 August: 10–20 hours — Nominating Committee, newsletters
🕒 September: 10–20 hours — Policy review, VISION prep
🕒 October: 10–15 hours — Board report, meeting planning
🕒 November: 10–15 hours — Virtual meetings, VISION prep
🕒 December: 80–100 hours — VISION, Board meetings, AOD
🕒 January: 10–15 hours — Newsletter, NPS prep
🕒 February: Up to 10 hours — Logistics, reporting
🕒 March: 40–60 hours — NPS, advocacy work
🕒 April–June: ~10 hours/month — Committees, planning


6. Travel Expectations for Vice Presidents
✈️ Required Travel:
· CareerTech VISION (December) 
· National Policy Seminar (March)
· Summer Board Meeting (July)
Optional Travel:
· Region Conferences
· Division Affiliate and National Affiliated Association Conferences (as budget allows)
In addition to the expectations listed for Vice Presidents, Vice President-Elects are also required to participate in select ACTE events during their shadow year to ensure a smooth leadership transition and full immersion into ACTE’s governance processes.
· Summer Board Meeting (July) Optional 
· CareerTech VISION (December) Highly recommended
· National Policy Seminar (March) Required
7. ACTE-Covered Expenses for Vice Presidents
ACTE provides reimbursement for reasonable and necessary travel expenses for both Vice Presidents and Vice President-Elects when attending required and highly recommended ACTE meetings and events. All reimbursements follow IRS accountable plan guidelines and ACTE’s travel policy. 
ACTE covers: 
✈️ Airfare & Transportation
· Round-trip airfare to required and highly recommended Board events 
· Mileage to and from the airport (reimbursed at the IRS mileage rate). 
· Taxi/rideshare/airport transportation as needed. 
· Baggage fees. 
🏨 Hotel Accommodations
ACTE will arrange and fully cover hotel accommodations for required and highly recommended events, rooms are booked for you directly by ACTE.
🍽 Meals & Per Diem
ACTE provides a meals per diem allowance based on the IRS GSA M&IE (Meals & Incidental Expenses) rate for the event location.
· Travel days are reimbursed at 75% of the daily GSA M&IE rate.
8. Skills & Leadership Competencies
· Communication skills
· Strategic thinking
· Collaboration & facilitation
· Organizational and time management skills
· Professional representation
· Ability to inspire, mentor, and engage members
9. Essential Qualifications for Success
· Ability to manage time effectively and follow through on commitments.
  
The Vice President role includes cyclical, ongoing, and deadline-driven responsibilities. Candidates should be comfortable planning ahead, organizing projects, and maintaining disciplined work habits.

· High responsiveness and communication reliability.

Members, fellow volunteer leaders, and ACTE staff depend on the VP to provide timely updates, decisions, and approvals. Responsiveness is essential for professionalism, collaboration, and trust across the association.
⏱️ Strong time management and responsiveness are essential to effective ACTE leadership.
10. Candidate Readiness Checklist
✔ Do you have adequate release time from your employer?
✔ Do you enjoy communication and member engagement?
✔ Are you comfortable leading meetings and committees?
✔ Do you have organizational support?
✔ Are you passionate about elevating the CTE profession?
11. How to Apply
📬 Steps:
1. Confirm eligibility
2. Complete the ACTE Election Application in the Awards Portal
3. Prepare leadership statements
4. Secure employer approval
5. Submit by June 15
6. Complete Nominating Committee review 
12. Onboarding After Election
🎓 Newly elected Vice Presidents enter a structured onboarding process designed to build confidence, clarity, and connection. This early period ensures VPs understand expectations, systems, and ongoing work.
Onboarding Components:
· Attend two in-person ACTE Orientation Sessions (NPS and July) and 3 virtual Orientation Sessions.
· Meet with outgoing VP to review ongoing projects and communications.
· Review the Region/Division Policy Manual.
· Receive introductions to ACTE staff, Board members, and committee stakeholders.
· Gain access to rosters, documents, minutes, and communication archives.
· Begin preparing for the first Policy Committee meeting.
· Review strategic plan deliverables and confirm your first-year goals.
🎓 Onboarding builds a strong foundation for your service.
13. First 90 Days Vice President Checklist
The first 90 days set the tone for your leadership. This checklist supports visibility, clarity, and early wins.
✔ Attend Orientation Sessions
✔ Meet with outgoing VP to transition responsibilities
✔ Review policy manuals, budgets, rosters, committee structures
✔ Introduce yourself to the Policy Committee and set expectations
✔ Schedule and facilitate your first committee meeting
✔ Establish communication rhythm with your staff liaison
✔ Update webpages, committee lists, and public information
✔ Draft your first VP newsletter or member update
✔ Review ACTE’s strategic plan and map your goals
✔ Begin building an annual leadership plan for your Region/Division
🌱 Your early actions build trust and momentum—start strong.
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