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Introduction

The National Dance Society (NDS) envisions a country where each individual is provided a
wide range of quality dance education and performances throughout his/her lifespan. The
NDS aims to promote these experiences through schools, studios, leisure and recreation
programs, faith-based groups, and culturally based settings.

This organization shall be governed by the State Code, Federal Laws, Articles of
Incorporation, bylaws, elected officers, board of directors, and member assembly.

Councils, standing committees, and other appointed committees shall be established to
perform continuing functions of the National Dance Society and shall be governed by bylaws
and operating procedures as provided in this organization’s Policies and Procedures Manual.

President’s committees, ad hoc committees, and task forces shall be organized as a need arises
and shall be charged to perform specific assighments.

Proposed amendments to the Articles of Incorporation and bylaws shall be submitted to the
board of directors and to the member assembly for approval.

Articles of Incorporation

The undersigned citizens of the United States desire to form a Non-Profit Corporation un the
Non-Profit Corporation Law of Virginia and do hereby certify:

Article - Name  The Corporation shall be the National Dance Society.

Article IT — Registered Office/Agent  The address of the Corporation’s initial registered
office is 4870 Sadler Road, Suite 300, Glen Allen, Virginia 23060. The initial registered office is
in the county of Henrico, Virginia. The name of the initial registered agent is Eric C. Perkins,
Esquire, who is resident of the Commonwealth of Virginia, a member of the Virginia State
Bar, and whose business office is identical with the registered office of the Corporation.

Article III — Mission/Purposes This Corporation is formed exclusively for charitable and
educational purposes, including the following:

The mission of the Corporation is to provide leadership in promoting research in, advocating
for, and using best practices in the delivery of dance education that furthers dance as an art
form, as a support for academic success, and as a process for improving individuals’ health and
wellness in a multicultural society.

Specific purposes of the Corporation are to:

e work with traditional and non-traditional partners to advocate for funding, research, and
offering evidence-based educational programs that promote varied forms of dance within
schools, community programs, venues for concert art
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e promote personal leadership skills and strategies that can strengthen dance education
within schools, the community, the state and nationwide

e encourage professional involvement in education and dance education and recognize
excellence among professional and future dance educators

e cducate key decision-makers about the value of dance in:

1. education reform, development of the 21st century readiness skills, supporting the
whole-school-whole community-whole child education model, and improving the
social climate of schools;

2. economic development at the local, state and national levels; and

3. health promotion across lifespan

e support research in dance as it relates to pedagogy, program and curriculum development,
program and student assessment, instructional delivery, performance, academic
achievement, and personal wellness

e identify (or develop) and disseminate professional materials to help those developing
programs, designing dance curriculum, and providing dance instruction in a variety of
learning environments: including fine arts programs, physical education curriculum,
recreation and leisure settings, community- and cultural-based venues, studios, and
professional settings

e provide a broad range of professional development workshops, training programs, and
performance opportunities for dance-related professionals

Article IV — Membership Categories  Membership in the Corporation will be in the
following categories: Professional, Associate/Advocate, Student, Retired, and Lifetime. The
descriptions, qualifications, responsibilities, and voting rights of each category of members will
be set forth in the bylaws of the National Dance Society.

Article V — Board of Directors (BOD)  The Corporation’s board of directors shall be elected
by the voting membership of the organization and shall manage the affairs of the Corporation.
The Corporation’s bylaws shall define the voting membership, the duties and responsibilities
of the directors, and the procedures for managing the Corporation.

Article VI — Initial Directors ~ Following are the names and addresses of the persons who are
the initial directors of the Corporation:

Christine Bergeron, 605 East 31* Street, Bryan, TX 77803
Sandra Bowie, 202 67 Street, Virginia Beach, VA 23451

John Fracchia, 2735 Slaterville Rd, Brooktondale, NY 14817
Nancy Kane, 2735 Slaterville Rd, Brooktondale, NY 14817
Mary Ann Laverty, 66 Denbigh Blvd, Newport News, VA 23608
Lisa Lewis, 527 Adamson Branch Rd, Liberty, TN 37095
Frances Meyer, 852 Lincoln Drive, Fredericksburg, VA 22407
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Sharon Rae, 2116 East Drive, Green OH 44685
Freddie Thompson-Esters, 151-G S. Wilmington Ave, Compton, CA 90220

Article VII — Elimination of Liability ~ Elimination of Liability Provision ensures that in any
proceeding brought by or on behalf of the Corporation, no damages shall be assessed against
an officer or director arising out of a single transaction, occurrence, or course of conduct
unless the office or director engaged in willful misconduct or a knowing violation of the
criminal law.

Article VIIT — Restriction on Board Activities ~ As part of the tax exemption
requirements, no part of the net earnings of the Corporation shall insure to the benefit of, or
be distributable to any director or officer of the Corporation or any other person who is a
“private shareholder or individual” within the meaning of Section 501(c)(3) of the Code,
except that the Corporation shall be authorized and empowered to pay reasonable
compensation paid for services rendered to or for the Corporation affecting one or more of its
purposes: and no director, officer, or any private individual shall be entitled to share in the
distribution of any of the corporate assets on the dissolution of the Corporation.

Article IX — Legislative Influence ~ No substantial part of the activities of the Corporation
shall be the carrying on propaganda, or otherwise attempting to influence legislation, and the
Corporation shall not participate in, or intervene in (including the publishing or distribution of
statements) any political campaign on behalf of or in opposition to any candidate for public
office.

Notwithstanding any other provision of these Articles, the Corporation shall not carry on any
activities not permitted to be carried on (a) by a Corporation exempt from federal income tax
under Section 501(c)(3) of the Internal Revenue Code, or the corresponding section of any
future federal tax code, or (b) by a Corporation, contributions to which are deductible under
section 170(c)(2) of the Internal Revenue Code, or the corresponding section of any future
federal tax code.

Article X — Organizational Dissolution  The duration of the corporate existence shall be
perpetual until dissolution. Upon the dissolution of the National Dance Society, assets of the
Corporation (including funds and property) not necessary to discharge its legal debts and
obligations shall be distributed exclusively for one or more exempt purposes with the meaning
of Section 501(c)(3) of the Code. Assets shall be distributed to another organization with
similar or related intentions of the dissolving Corporation for one or more exempt purposes
also within the meaning of section 501(c)(3) of the Internal Revenue Code, or the
corresponding section of any future federal tax code. If the Corporation is considering
dissolution, a two-thirds majority of the voting membership at an annual business meeting
shall determine whether or not the Corporation shall dissolve. The National Dance Society’s
board of directors or a majority of the managing body shall determine the organization to
which the assets will be distributed.

& Table of

Contents



Any such assets not so disposed of shall be disposed of by a Court of Competent Jurisdiction
of the county in which the principal office of the Corporation is then located, exclusively for
such purposes or to such organization or organizations, as said Court shall determine, which
are organized and operated exclusively for such purposes.

Article XI — Amendments to Articles of Incorporation  These Articles of Incorporation may
be amended during a business meeting of the members. Criteria and procedures of the
member meeting are described in the Corporation’s bylaws and operating procedures.

Article XII — Incorporator’s Signature  Incorporator(s): In witness whereof, we, the
undersigned, have hereunto subscribed our names for the purpose of forming the
Corporation, National Dance Society, under the laws of the state of Virginia this 10" day of
June 2014.

Incorporator(s):

Signature(s) Printed Name(s)

L//i‘/v'a & %W Evie C. Parkins

|V\A\'[ 13, Q:O\"{

Date
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Article I — Name

Article II — Vision,
Mission, Purposes

Bylaws

The name of the organization shall be the National Dance Society. It
shall be a perpetual nonprofit organization incorporated in the state of
Virginia.

The vision, mission and purpose of the organization are:

Section 1: The National Dance Society envisions a society where

quality dance education is provided for individuals throughout their

lifespans.

Section 2: The mission of the organization is to provide leadership in

promoting research in, advocating for, and using best practices in the

delivery of dance and dance education that furthers dance as an art
form, as a support for academic success, and as a process for
improving individuals’ health and wellness in a multicultural society.

Section 3: Specific purposes of the organization are to:

a. work with traditional and non-traditional partners to advocate for
funding, research, and offering evidence-based educational
programs that promote varied forms of dance within schools,
community programs, and venues for concert art;

b. promote personal leadership skills and strategies that can
strengthen dance education within schools, the community, the
state and nationwide;

c. encourage professional involvement in education and dance
education and recognize excellence among professional and future
dance educators;

d. educate key decision-makers about the value of dance in 1)
education reform, development of the 21* century readiness skills,
supporting the whole school, whole community, whole child
education model, and improving the social climate of schools; 2)
economic development at the local, state and national levels; and 3)
health promotion across the lifespan;

e. support research in dance as it relates to pedagogy, program and
curriculum development, program and student assessment,
instructional delivery, performance, academic achievement, and
personal wellness;

f. identify or (develop) and disseminate professional materials to help
those developing programs, designing dance curriculum, and
providing dance instruction in a variety of learning environments:
including fine arts programs, physical education curriculum,
recreation and leisure settings, community- and cultural-based
venues, studios, and professional settings; and
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Article IIT —
Membership

g. provide a broad range of professional development workshops,
training programs, and performance opportunities for dance and
dance-related professionals.

Membership

Section 1: Membership within the National Dance Society is open to

individuals professionally engaged in and linked to dance and dance

education and to those that share beliefs in the vision, mission, and
purposes of the organization that are stated in Article II of these
bylaws. The National Dance Society also affirms and adheres to the
non-discrimination laws of the United States of America as stated in
the Equal Employment Opportunity Commission (EEOC). Further,
the National Dance Society does not discriminate on the basis of sexual
orientation or gender Identity.

Section 2: The four categories of annual dues-paying membership

categories are described below. Other dues-paying membership

categories may be added by the board of directors as the need arises.

a. Professional Member: A professional member in good standing
shall have the right to attend organizationally-sponsored national
and regional conferences at the member rate; vote on designated
official business as described in the organization's operating
procedures; and hold positions of leadership. Professional
members shall receive access to the members’ only section of the
organization’s website which will include items such as an e-
newsletter and journal(s). Professional members also shall receive
discounts on products, programs and services produced by the
organization.

b. Associate/Advocate Member: An associate/advocate member in
good standing shall have the right to attend organizationally
sponsored national and regional conferences at the member rate;
receive access to the members’ only section of the organization’s
website that will include items such as an e-newsletter and
journal(s). An associate/advocate member also shall receive
discounts on products, programs, and services produced by the
organization.

c. Student Member: Student members may be full-time
undergraduate or full-time graduate students enrolled in programs
at institutions of higher education that prepare them for positions
in dance or dance education. A student member in good standing
shall have the right to attend organizationally sponsored national
and regional conferences at the member rate; receive access to the
members’ only section of the organization’s website, which will
include items such as an e-newsletter and journal(s). A student
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Article IV —
Officers and
Nominating
Committee

member also shall receive discounts on products, programs, and
services produced by the organization.

d. Retired Member: A retired membership may be granted, upon
application, to any member who reaches retirement age and who
officially retires from his/her position, providing he/she has been
a member in good standing of an organization for at least ten (10)
consecutive years immediately preceding his/her retirement.
Retired members shall retain privileges as a professional member
(designated in Section 2, a.) at a reduced cost designated in the
organization’s operating procedures. To apply for retired member
status the retiree must submit a letter of request to the president for
consideration by the board of directors. Exceptions to this Section
are allowed as described in the operating procedures for this
organization (see Operating Procedures, Member Assembly, IV, D.
1-4.

Section 3: Lifetime membership may be granted by the board of

directors to a member who has been a member from five consecutive

years and applies for this membership category. Individuals awarded
the opportunity for lifetime membership may then pay a one-time
membership dues fee that is designated by the board of directors. The
lifetime member shall have all the rights and privileges of a professional
member designated in Section 2, a. Exceptions to this Section are
allowed as described in the operating procedures for this organization

(Operating Procedures, Member Assembly, IV, D. 1-4).

Section 4: The annual dues shall be voted on by the board of directors,

with consideration of any recommendations from the membership.

Such dues shall remain in effect until amended at a subsequent

meeting.

Section 5: The board of directors shall have the authority to offer

multiple-year memberships (at slightly reduced rates) to encourage

consistent active involvement within the organization.

Section 6: Any member may resign by filing a written resignation with

the executive director. Resignation shall not relieve a member of

unpaid dues, or other charges previously accrued.

Officers and Nominating Committee

Section 1: The officers of the National Dance Society shall be the
board of directors and consist of at least eight and no more than 12
individuals. Within these limits, the board may increase or decrease the
numbers of directors, depending on the need for specific skills and
content knowledge on the board. At minimum, the officers shall be the
president, president-elect, past president, recording secretary, three
members-at-large, and an executive director. The executive director is
appointed by the board of directors for three-year terms, rather than

7
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serving as an elected officer. These officers shall perform the duties
prescribed in these bylaws, the organization’s operating procedures,
and by Roberts Rules of Order Newly Revised.

Section 2: To be eligible for office, a candidate shall be a member of
the National Dance Society for a minimum of three consecutive years
prior to the election. Exceptions to this Section are allowed as
described in the operating procedures for this organization (see
Operating Procedures, Board of Directors, VI, A-B).

Section 3: A nominating committee shall create a slate of officer
candidates to present to the voting membership. The committee will
have five. Four will serve two-year terms, staggered terms. The chair
may serve a three-year term. The committee members and chairs shall
be appointed by the president and approved by the board of directors.
The operating procedures of the organization shall describe the
procedures and practices used by the committee to create a ballot and
tally votes.

Section 4: The officers shall be elected by individuals holding
membership in the professional member, retired and lifetime
categories.

Section 5: The vote for election of officers shall occur at the Annual
Business Meeting of the membership. For members who cannot
attend the Annual Business Meeting, there will be an opportunity to
vote using postal mail or electronic mail procedures within a designated
30-day period prior to the organization’s annual business meeting.
Candidates with the highest votes per office at the close of voting shall
be declared newly elected.

Section 6: Duties and responsibilities of the board of officers are
described here in the organization’s bylaws and in the organization’s
operating procedures. In the event of a direct conflict between the
bylaws and the operating procedures, the bylaws shall control.

a. 'The president shall:

1. appoint a parliamentarian to serve at meetings of the board of
directors, executive committee, annual business meetings, and
other sessions, as needed;

2. preside at all authorized meetings of the executive committee,
board of directors, annual member assembly and business
meeting, and special called to address specific issues;

3. appoint all committees, councils, and task forces as specified in
the organization’s operating procedures and approved by the
board of directors;

4. appoint members to serve in vacant board positions, with
approval of the board of directors, until an election can be
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arranged according to procedures described in the operating
procedures for the nominating committee.

5. fulfill other duties and responsibilities designated in the
operating procedures; and

0. serve as past-president at the completion of the president term.

The president-elect shall:

1. serve on the board of directors and executive committee;

2. preside at meetings when the president is absent;

3. fulfill other responsibilities described in the Operating
Procedures and other duties delegated by the president;

4. succeed to the unexpired term in case of the president’s death,
resignation, or removal from office; and

5. succeed automatically to the office of president at the
conclusion of the annual business meeting.

The past-president shall:

1. serve on the board of ditrectors and executive committee;

2. preside at meetings when the president and president-elect are
absent;

3. serve as a consultant to the president and president-elect; and

4. ftulfill other responsibilities as designated in the operating
procedures and other duties delegated by the president.

The three member-at-large positions shall:

1. serve on the board of directors;

2. ftulfill responsibilities as designed in the operating procedures
and duties as delegated by the president.

The recording secretary shall:

1. keep all attendance records and minutes of the board of
directors’ and annual business meetings.

2. maintain a copy of the Articles of Incorporation, bylaws, and
approved operating procedures of the organization.

3. be responsible for archiving all election ballots, motion votes,
all postings as are necessary, and other matters designated in
these bylaws that are consistent with the office, and

4. ftulfill responsibilities as designated in the operating procedures
and as delegated by the president.

The executive director shall;

1. serve on the executive committee and the board of directors;

2. serve as the program manager for the organization;

3. manage and provide oversight of the business affairs for the
organization following the guidelines and procedures
designated by the organization’s operating procedures;

4. serve as a member of the finance committee;

5. assist in arranging an annual internal audit of the organization’s
financial records;
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Article V — Board
of Directors

6. serve as consultant to the executive committee and board of
directors on matters related to annual reporting to the Virginia
State Corporation Commission and the Federal Internal
Revenue Services;
7. maintain the official records of the organization;
8. assist the president in preparing for meetings of the
organization; and
9. fulfill other responsibilities and duties designated in the
operating procedures and as delegated by the president.
Section 7: Other officers, such as a chief financial officer and
technology director may be added by the board of directors as the need
arises and funding is available.

Board of Directors

Section 1: The board of directors is responsible for setting the overall
policy and direction of the organization. It supervises and controls the
business, property, and affairs of the organization, except as specifically
designed by the state and federal law, the Articles of Incorporation of
the corporation, or these bylaws. The board delegates responsibilities
of day-to-day operations to the staff, committees, councils, and task
forces and as described in the organization’s operating procedures.
Section 2: An executive committee, consisting of the president,
president-elect, past president, recording secretary, executive director,
and parliamentarian (non-voting) shall act on duties and time-sensitive
issues between official meetings of the board of directors, and in any
other matters not considered by these bylaws. The executive
committee will inform the board of directors of its actions at the next
designated board meeting.

Section 3: The board of directors shall consist of the officers

designated in Article IV, Section 1 of these bylaws.

Section 4: The parliamentarian is a non-voting member to the board of

directors and is appointed by the president for a one-year term. The

parliamentarian shall:

a. assist the president in preparing for and conducting meetings of the
organization;

b. serve as a consultant to the executive committee, board of
directors, and the membership to interpret the organization’s
bylaws and operating procedures, as well as parliamentary
procedure;

c. provide workshops as needed on parliamentary procedures;

d. serve as chair of a task force (as needed) for revising the
organization’s Articles of Incorporation, bylaws, or operating
procedures;
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e. consult with the chair of the nominating committee in selecting
candidates for open positions on the board of directors and for
counting ballots; and

f. fulfill other duties as delegated by the president.

Section 5: A quorum of fifty percent (50%) of the board members

must be in attendance to transact business and to pass motions. An

affirmative vote of majority of the directors present at any meeting at
which a quorum is present shall be the act of the board of directors.

Each director shall have one vote. Voting by proxy is not permitted.

Section 6: Directors may participate in a meeting of the board of

directors by means of a conference telephone or similar

telecommunications device, which allows all persons participating in
the meeting to hear each other. Participation by telephone shall be
equivalent to presence in person at the meeting for purposes of
determining if a quorum is present.

Section 7: A board member my resign at any time by providing written

notice to the president of the organization. Such resignation shall take

effect at the time specified therein, or, if no time is specified, at the
time of acceptance thereof as determined by the president of the
organization.

Section 8: A board member shall be terminated from the board due to

excess absences, of more than two absences, duting his/her term of

office. Further, any board member may be removed from office, with
or without cause, by a majority vote of the voting members at any
regular or special meeting of the members called specifically for that
purpose. Notice of potential removal shall be provided to the officer
or director not less than thirty days prior to hearing before the voting
membership.

Section 9: Regarding conflicts of interest, in any event that a board

member has a special interest that might properly limit the individual’s

fair and impartial participation in board deliberations or decisions, such
director shall inform the board as to the circumstances of such conflict.

If those circumstances require the nonparticipation of the affected

director, the board may request from the director any appropriate non-

confidential information that might inform its decisions. “Conflict of
interest,” as referred to herein, shall include but shall not be limited to,

any transaction by or with the organization in which a director has a

direct or indirect personal interest, or any transaction in which a

director is unable to exercise impartial judgement, or otherwise act in

the best interests of the organization.

Further, no director shall cast a vote, or nor take part in the final

deliberation in any matter in which he or she, members of his or her

immediate family, or any organization to which director has allegiance,
has a personal interest that may be seen as competing with the interest

1
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Article VI —
Meetings

of the organization. Any director who believes he or she may have
such a conflict of interest shall so notify the board prior to deliberation
on the matter in question. The board shall make the final
determination as to whether any director has a conflict of interest in
the matter under discussion. The minutes of the board meeting shall
reflect disclosure of any conflict of interest and the recusal of the
interest director.

Meetings

Section 1: The board shall determine the date, time and place for an
annual meeting of the organization’s members. During the annual
meeting, the membership shall receive reports of the organization’s
annual budget, actions by the board, and special reports on activities of
the organization’s committees, councils, or task forces. Members have
the right to make recommendations to the board on programmatic
matters, member affairs, financial issues, and direction of the
organization for the coming year.

During the annual meeting, voting members shall have the right to vote
on the following matters: election of officers to the board of directors
and approval of any amendments to the bylaws that may be proposed
by the board. Members may propose amendments to the bylaws for
consideration and action by the board of directors. Voting on all other
matters is reserved for the board of directors. Each voting member
present in person or by electronic means shall have one vote at any
meeting of the members. Voting by proxy is not allowed. A majority
of affirmative votes cast by the members present at the annual member
meeting shall constitute the action of the members.

Section 2: Special meetings of the members may be called by the
president, the executive committee, a simple majority of the board of
directors, or by a petition signed by five percent of the voting
members. Notice of the meetings shall be provided to the voting
membership not less than two weeks prior to the meeting.

Section 3: Regular meetings of the executive committee and board of
directors shall occur minimally three times per year. At least one
meeting will be face-to-face at the time of the annual member meeting.
These dates, times, and places of the meetings will be determined by
the board of directors and posted on the organization’s website not less
than 30 days prior to the meetings.

Section 4: The organization’s members may attend regular meetings of
the board of directors by informing the president prior to the meeting.
This appeal ensures an adequate room size for any who care to attend.
Section 5: Special meetings of the executive committee and the board
of directors shall be called at the direction of the president or by a
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Article VII —
Committees,
Councils, Task

forces

Article VIII —
Records and
Reports

majority of the voting directors in office. The date, time, and place of
the meeting shall be designated in the meeting notice.

Committees, Councils, Task forces

Section 1: The president, with recommendations and approval of the
board of directors, has the authority to create committees, councils,
and task forces as needed and dissolve these entities when the
functions are no longer essential. The purposes, duties, responsibilities,
and terms of service of these structures shall be designated in the
organization’s operating procedures.

Section 2: The executive committee is not appointed by the president.
Committee members serve as result of the specific positions they hold
on the board of directors: president (chair), present-elect, past
president, recording secretary, executive director, and parliamentarian
(non-voting). See Article V, Section 2.

Section 3: Standing committees of the organization shall be the audit,
awards recognitions, finance, and nominating. Standing committees
shall perform continuing functions of the organization.

Section 4: Councils shall be established to advance and promote the
mission and purposes of the organization. Such councils may be, but
are not limited to, advocacy, communications, instructional design,
leadership development, professional development, publications, and
research and evaluation.

Section 5: A task force shall be established to carry out targeted, short-
term projects or programs that are consistent with the mission and
purposes of the organization.

Records and Reports

Section 1: Generally -- the organization shall keep as permanent
records its Articles of Incorporation and bylaws, annual reports filed
with the Virginia State Corporation Commission, minutes of all
meetings of its board of directors, a record of all actions taken by the
board of directors without a meeting and record of all actions taken by
a committee of board of directors on behalf of the organization. The
organization shall maintain appropriate accounting records. The
organization shall maintain all of its records in written form or in
another form capable of conversion into written from within a
reasonable time.

Section 2: Checks and Notes—checks, notes, drafts, and other orders
for the payment of money by the organization shall be signed by such
person(s) as the board of directors may authorize.
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Article IX —
Miscellaneous
Provisions

Article X —
Parliamentary
Authority

Section 3: Notices—each director and officer shall furnish in writing
to the recording secretary of the organization the address to which
notices of every kind may be delivered or mailed. Whenever notice is
required by applicable law, the Articles of Incorporation or these
bylaws, a written waiver or, in the case of a meeting, the attendance of
a director (except for the sole purpose of objecting to the transaction
of business) or, in the case of a unanimous consent, the signing of a
consent, shall be deemed a waiver of notice.

Miscellaneous Provisions

Section 1: The fiscal year of the organization shall be January 1 to

December 31.

Section 2: The organization may establish partnerships with other non-

governmental organizations to:

a. advocate for funding, research, and offering evidence-based
educational programs that promote varied forms of dance within
schools, community programs, and venues for concert art:

b. promote personal leadership skills and strategies that can
strengthen dance education within schools, the community, the
state, and across the nation;

c. provide a broad range of professional development workshops,
training programs, and performance opportunities for dance and
dance-related professionals; and

d. engage in other projects for the mutual benefit of each group.

Section 3: The organization shall at all times have a registered office

and a registered agent.

Section 4: Any matters not specifically covered by the bylaws shall be

governed by the applicable provisions of the Virginia Non-stock

Corporation Act in force at the time.

Section 5: Any action which may be done, or is required to be done, in

writing under these bylaws or the Virginia Non-stock Corporation Act,

including agreement to a unanimous written consent, shall be valid if
sent and/or received by electronic mail.

Parliamentary Authority

The rules contained in the current edition of Robert’s Rules of Order Newly
Revised shall govern the organization in all cases to which they are
applicable and in which they are not inconsistent with the Articles of

Incorporation, these bylaws and any special rules of order the
organization may adopt.
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Article XI —
Indemnification

Article XII —
Amendments to
the Bylaws

Indemnification

The organization shall indemnify any director or officer or any former
director or officer, and may be resolution of the board of directors’
indemnity any employee, against any and all expenses and liabilities
incurred by him or her in connection with any claim, action, suit, or
proceeding to which he or she is made a party by reason of being a
director, officer or employee. However, there shall be no
indemnification in relation to matters as to which he or she shall be
adjudged to be guilty of a criminal offense or liable to the organization
for damages arising out of his or her own gross negligence in the
performance of a duty to the organization.

Amounts paid in indemnification of expenses and liabilities may
include, but shall not be limited to, counsel fees and other fees; costs
and disbursements; and judgments, fines, and penalties against, and
amounts paid in settlement by, such director, officer, or employee. The
organization may advance expenses or, where appropriate, may itself
undertake the defense of any director, officer, or employee. However,
such director, officer, or employee shall repay such expenses if it
should be ultimately determined that he or she is not entitled to
indemnification under this Article.

The board of directors may also authorize the purchase of insurance on
behalf of any director, officer, or staff that arises out of such person’s
status as a directot, officer, or staff, whether or not the organization
would have the power to indemnify the person against that liability
under law.

Amendments to the Bylaws

These bylaws may be amended or new bylaws adopted upon the
affirmative vote of two-thirds of the voting members at any member
business meeting or special meeting of members. The notice of the
meeting shall set forth a summary of the proposed amendments 30
days prior to the discussion and vote on any amendment.

Approved July 27, 2014
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II.
I11.

IV.

V.

Member Assembly
OPERATING PROCEDURE

Name: Virtual Annual Member Meeting

Purpose:

A. To offer recommendations for guiding the direction of the board of directors (BOD)
and other individuals in leadership roles within the National Dance Society (NDS).

B. To review reports and other items of business submitted to the Virtual Annual
Member Meeting (VAMM) by the BOD or other members in leadership roles.

C. To elect officers to the BOD, vote on changes in the Articles of Incorporation and

bylaws, make recommendations to initiate business it deems desirable to advance the
purposes of the organization.

D. To approve, disapprove, or recommend modification in the operating
procedures of the VAMM.

Organization:
A. The VAMM shall consist of the following:

1. Any current voting member of the organization.
2. The executive director (non-voting) if paid position).
3. A parliamentarian (non-voting) appointed by the president.

B. Each member shall have one vote at any annual meeting or call meeting.
Conduct of Business:

A. Meetings
1. The VAMM shall convene annually. Other meetings may be called at discretion of
the president or at the written request of a majority of the general membership.
2. 'The president shall preside at all meetings of the VAMM. In the absence of the
president, the president-elect shall preside.
3. A quorum for the transaction of business shall consist of one-half of the total
voting members present in person at the meeting.
4. 'The parliamentarian shall notify the president when a quorum is present.
5. The executive director shall be responsible for:
a. meeting arrangements, including notification of meeting dates and times;
b. preparing materials to be distributed for review;
c. preparing materials that are considered for action by the VAMM and email the
materials at least 15 days prior to the meeting; and
d. assisting the recording secretary in archiving all records and minutes of the
VAMM.
6. The recording secretary shall:

a. take meeting notes of actions of the VAMM,;

b. keep all leadership reports of the VAMM; and

c. work with the executive ditrector to archive the records and
minutes of the Member Assembly.
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7.
8.

9.

The parliamentarian shall assist the president in the conduct of meeting.
The business of the VAMM shall be conducted in accordance
with the organization’s bylaws and Robert’s Rules of Order, Newly Revised.
Non-voting members of the NDS may observe meetings of

the VAMM without a vote. By two-thirds consent, they may

briefly address the VAMM on a specific issue or concern.

B. Transaction of Business

1.

All agenda items requiring action must be submitted in writing to all Members no
less than fifteen (15) days in advance of the meeting.

A summary of actions taken by the BOD shall be reported to the VAMM.
Decisions on all action items are determined by a majority of the members present
and voting, except as otherwise provided in the bylaws (such as voting on changes
to the Articles of Incorporation and bylaws where a two-thirds vote is required).
The VAMM may act upon matters presented to them by electronic ballot from
BOD within thirty (30) days after official notification.

C. Elections

1.

The nominating committee chair shall introduce the slate of ~candidates for
relevant NDS offices, as described in the bylaws

and operating procedures.

Voting members who vote electronically prior to the VAMM shall submit their
votes no less than 10 days prior to the meeting. They also may make additional
nominations of office (along with the required candidate paperwork) that will be
shared with the membership during the call for nominations from the floor.
After member approval of the slate of officers, including nominations from the
floor, candidates for office shall make oral presentations to the VAMM. The
president-elect candidates(s) shall have five minutes to speak, while candidates for
other offices shall have two minutes each. Voting within the VAMM for all offices
will be conducted after the candidates’ presentations.

Any member may make a nomination from the floor provided the nominee has
met the qualifications outlined in Article IV,

Section 2 of the Bylaws and in relevant sections of the operating procedures.

If there are nominations from the floor, a Call Meeting will be

scheduled to hear candidates’ presentations and vote on the slate of officers.

The elections shall be by majority vote during the VAMM or Call Meeting.

The parliamentarian shall serve as teller and president shall be

responsible for the conduct of the elections.

D. Retired and Lifetime Members

1.

Within the new organization, retired and lifetime members may exist prior to the
required criteria stated in the bylaws under Article III, Section 2, Item, Item d and
bylaws Article III, Section 3. Each person granted either member status has
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VI

member rights and privileges permitted to those holding professional membership
within the organization.

2. Within the first ten years of NDS’s existence, a professional member may apply for
retired member status if he/she has reached retirement age, retired from his/her
position, has been a member in good standing of NDS for 10 consecutive years,
and can successfully explain the value to the organization for the BOD to grant the
individual a retired membership status.

3. The BOD will consider each retirement application for membership status. If an
applicant is not granted retirement status on the first submission, they may apply at
a later date.

Amendments

Recommendations for revisions and/or amendments to these operating procedures
must be submitted to the BOD for review and recommendation to the VAMM for
approval. Amendments may be initiated by the executive committee, BOD, a
council, a committee, or a voting member. Final approval of changes in the operating
procedures for the shall be made by the voting membership at the VAMM (Approved
July 27, 2014, April 16, 2023)

20

& Table of

Contents



II.
I11.

IV.

Board of Directors (BOD)
OPERATING PROCEDURE

Name: Board of Directors (BOD)

Purpose:

To initiate and transact business of the National Dance Society (NDS), except for those
functions specifically delegated to the Virtual Annual Member Meeting (VAMM) in the
organization’s bylaws.

Organization:
A. The membership of the BOD shall consist of:

1.
2.
3.
4

5.

the president, president-elect, and past president

recording secretary

three members-at-large

executive director (ED) (non-voting, when it is a salaried position) appointed by

the BOD
parliamentarian (non-voting appointed by the president

B. Members of the BOD shall assume office at the month and date determined by the
BOD as the time for leadership transition.

C. The president shall be the chair of the BOD.

D. A quorum shall consist of five or more of the voting members present at the meetings.

E. The parliamentarian shall attend all meetings of the BOD.

Conduct of Business:

A. There shall be minimally six business meetings of the BOD and other meetings as
called by the president and/or at the request of majority of the BOD. The business
meetings will be held at least five times during the year and one immediately prior to

the prior to the program of the annual conference.
B. The functions of the BOD are to:

1.

ensure annual reports are filed with the Virginia State Corporation Commission,
Virginia Department of Agriculture and Consumer Services, IRS, and any other
relevant state or federal agencies.

ensure annual payment of liability insurance.

receive, review, and take action on reports from the councils and committee
substructures.

act on suggestions and requests of members.

maintain a yearly calendar from the BOD and establish dates for annual
conferences.

approve an annually balanced budget.

assume responsibility for contractual agreements, investment of NDS funds, and
approval of funding priorities determined by the VAMM within limits of
unencumbered funds.

report important BOD actions to the VAMM for information or action, if needed.
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9. respond to all other matters not covered above that is deemed important to the
efficient operation of the organization.

C. An electronic vote may be used by the BOD between business meetings
when needed to expedite action for the welfare of the organization. The
ED shall manage the electronic voting procedures.

D. The business of the BOD shall be conducted according to State Code,
Federal Law, Articles of Incorporation, bylaws, operating procedures, and
Robert’s Rules of Order, New Revised.

E. Meeting operating rules or parliamentary suggestions may be made by the
parliamentarian and adopted by members of the BOD as the first order of
business at each meeting,.

F. A record of the BOD proceedings (minutes) shall be maintained by the
recording secretary and ED. The recording secretary and ED shall
collaborate to distribute proceedings to the VAMM.

G. The BOD shall monitor expenses incurred in the operations of the BOD and
substructures of the organization.

VI.  Absenteeism of BOD Members:
A. Individuals elected to a voting position on the BOD are expected to attend all

meetings so that each is informed of all BOD discussion and actions and to ensure a
quorum for all meetings.

B. A BOD member should not miss more than four BOD meetings in one term of

office.

C. The ED shall notify the president when a BOD member has missed three business
BOD meetings. The president shall notify the BOD member that they are
approaching the limit absences.

D. If a BOD member misses a fourth meeting, the ED shall inform the president.

The individual shall be contacted by the president.

E. The president’s options are to remove the individual, allow for a petition to
continue services, may offer a waiver for one more absence, or accept their
resignation.

F. The action does not disqualify the individual from serving as a BOD member in the
future.

G. In the event of a vacancy, the president shall submit the name of a replacement for
approval by the BOD. The replacement must meet the criteria for the position.

VII.  Amendments
Recommendations for revisions and/or amendments to this operating procedute must be
submitted to the BOD for approval. Amendments may be initiated by the executive
committee, BOD, a council, or committee. (Approved July 27, 2014, Approved April 16, 2023)
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II.
I11.

IV.

President

OPERATING PROCEDURE

Office: President

Purpose:

To guide and administer the business, program, project, and other activities of NDS

through appropriate leadership, passion, motivation, and wisdom to advance the purposes

of the organization.

Organization:
The president assumes office at the next subsequent conference after serving one year

as president-elect. The president assumes all duties of the office as described below in

the current operating procedures.

Conduct of Office:
A. General Duties
The president shall:

1. Promote NDS in the dance community and the education profession.

2. Preside as chair of the executive committee, board of directors (BOD), Virtual
Annual Member Meeting (VAMM), and general sessions of the conference.

3. Appoint vacancies, as needed on the board of directors, all councils,
committees, or other structures.

4. Serve as the liaison, or appoint others to setve in his/her name, to other
organizations identified as a collaborating partner.

5. Inform the organization’ s executive committee of business and issues that
need to be discussed and shared with the entire board of directors.

6. Write thank you letters and notes of appreciation to former leaders, committee
chairs, speakers and others who were helpful during the previous year and at
the conference. Acknowledge in writing the recipients of NDS awards.

7. Prepare an annual report to the BOD and VAMM.

8. Approve all of the organization’s print and digital publications, with input from
the executive committee.

9. Work closely with the executive director on routines of the organization.

10. Setve as ex officio on committees developing/supetvising finances.

11. Conduct affairs of the organization according to policies, the Articles of
Incorporation, bylaws, and action by the BOD the VAMM.

12. Refer unclear policy issues to the BOD.

B. Duties during the conference (when the office is assumed).
The president shall:
1. Convene the post-conference board meeting. Conduct a quick evaluation of

the conference. Offer directives for the immediate future of the board,
councils, and other substructures.
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2. Encourage transfer of electronic files among outgoing and incoming officers,
council leaders, committee chairs, and other relevant persons before
adjournment.

C. Duties immediately following conference — 1% Quarter.

The president shall:

1. Make certain letterhead stationery is updated and electronically distributed by
the executive director.

2. Complete all appointments to council and committee rosters.

Bl

Work with the executive director to develop a roster of officers.

4. Establish an electronic filing system for each council, committee, project, and
function.

5. Compose the “President’s Column” for the NDS e-newsletter.

6. Follow through with the completion of any business that may have been left
over from the previous board meeting.

7. Discuss items relevant for the upcoming conference with the Conference
Planning Committee Chair.

8. Appoint a conference planning committee chair is needed.

Consults with the planning committee for the upcoming conference.

10. Work with the chair of the conference planning committee, the Awards
Committee chair, and the executive director to ensure that NDS awards are
presented at a time and place of distinction.

D. Duties during the 2™ Quarter.

The president shall:

1. Organize and conduct board meetings.

2. Communicate with the board on pertinent matters with copies to relevant
individuals as previously indicated.

3. Meet with the chair of the conference planning committee and relevant
committees.

4. Focus considerable attention on the conference program. Coordinate
conference activities with the council chairs and relevant committees.

5. Answer inquiries, initiate correspondence, and communicate with councils,
committees, and task forces.

6. Organize and conduct executive committee meetings as needed.

7. Offer advice and provide direction to appropriate programs or projects.

8. Write a “President’s Column” for a second e-newsletter during the presidency.

E. Duties during the 3" and 4™ Quarters
1. Follow through with developing the annual conference program. Make certain
all committees, conference planners, and facilitators are on target.
a. Send the e-newsletter editors, conference chair, and executive director
information needed for the conference marketing materials and printed
conference program.
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VI

b. Ensure that all pertinent information relative to the conference is
disseminated widespread
c. Issue invitations to conference guests.
d. Send letters to congratulations to those receiving awards and special
recognition during the conference.
e. Plan conference general sessions. Confirm general sessions speaker(s).
2. Write a “President’s Column” for the third e-newsletter during the presidency.
3. Develop an agenda for the pre-conference board meeting and notify the board
of directors about specifics of the meeting. Invite candidate for office to
attend at their discretion.
4. Conduct a pre-conference board meeting following the prepared agenda.
Schedule and conduct the NDS VAMM from a pre-planned agenda.
6. Ensure that board reports that have action items are submitted to the BOD

e

prior to the board meeting, at the discretion of the president.

Amendments:

Recommendations for revisions and/or amendments to this operating procedure
must be submitted to the board of directors for approval. Amendments may be
initiated by a council or by the board of directors. (Approved April 16, 2023)
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IV.

VI.

President-Elect
OPERATING PROCEDURE

Office: President-Elect

Purpose:

A. To prepare for the office of President and provide continuity of leadership.
B. Promote the vision, mission, and purposes of the NDS.

Organization:
The president-elect shall assume office at the conclusion of the Virtual Annual Member

Meeting (VAMM).

Conduct of Office:

A. Learn the responsibilities of the office of president.

B. Preside at meetings in the absence of the president.

C. Prepare necessary reports for sharing at relevant board and member meetings.

D. Serve as a member of the board of directors (BOD) and executive committee (EC).
E. Assist the president in the business, programs, projects, and activities of the NDS.
F. Assist in selection of conference sites for upcoming conferences.

G. Succeed to the presidency in the event of resignation or death of the president.

H. Perform duties as directed by the president.

General Duties:
A. The president-elect shall:
1. Serve as a member of the NDS, BOD, and EC.
Serve on the conference site selection committee.
Review the Policies and Procedures Manual (PPM) Operating Procedures.
Seek recommendations, have conversations with potential appointees, and appoint

R

members to all open positions within the organization i.e. Councils, and all relevant
standing and potential ad hoc and presidential committees that will serve during
his/her presidency.
5. Conduct important matters as assigned by the president or BOD.
6. Represent the NDS and president at official functions as directed by the president.
7. Review partnership agreements and work with the BOD to update as needed.
B. Duties prior to the conference:
1. Complete all council and committee appointments.
2. Appoint a patliamentarian to serve a 1-year term during the upcoming presidency.
3. Present new appointments to the BOD for approval.
C. Duties at the conference:
1. Attend any pre and post conference BOD meetings.
2. Attend all concerts and functions.
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3. Meet with the president, council leaders, committee chairs, executive director,

exhibits manager, and conference planning chair to work on plans for the
upcoming year and conference, as needed.

4. Receive the gavel, make a few introductory remarks about the upcoming
presidency (future plans and goals).
VIL Amendments:

Recommendations for revisions and/or amendments to these operating procedutes
must be submitted to the BOD for approval. Amendments may be initiated by the
executive committee, BOD, a council, or committee. (Approved April 16, 2023).
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Past President
OPERATING PROCEDURE

Office: Past President

Purpose:

A. Serve as a consultant to the president and president-elect.

B. Promote the programs, projects, and activities of the National Dance Society (NDS).

Organization:

A. The past president assumes office after serving one-year as president.

B. The past president assumes all duties of the office at the conclusion of the VAMM.

C. In the event that the past president cannot complete his or her term due to resignation
or death, the past presidents (in succession) will be requested to fill the vacancy.

Conduct of Office:

The past president shall:

A. Serve as a member of the board of directors (BOD), executive committee (EC), and
Virtual Annual Member Meeting (VAMM).

B. Setve as chair of the finance committee.

C. Serve as chair of the conference site selection committee.

D. Conduct evaluations of the executive director and essential personnel, when hired staff
members are in place.

E. Ensure that all relevant materials are archived.

F. Fulfill responsibilities as designated by the president.

G. Prepare and submit a report for scheduled meetings of the BOD and VAMM.

Amendments:

Recommendations for revisions and/or amendments to these operating procedures must
be submitted to the BOD for approval. Amendments may be initiated by executive
committee, BOD, a council, or committee. (Approved April 16, 2023)
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VI

Executive Director
OPERATING PROCEDURE

Office: Executive Director

Purpose:

To serve as the administrative staff member to the organization.
Duties and Responsibilities:

A.
B.

O

SRERCR

Serve as the manager of the organization’s finances and membership.

Administer the assigned duties and fulfill any special responsibilities delegated by the
president or the Board of Directors (BOD).

Serve as a non-voting member of the BOD, executive committee, and the Virtual
Annual Member Meeting (VAMM) if in a paid position.

Serve with the past-president on the finance committee.

Serve as a member of the task force to select conference sites.

Revise the Policies and Procedures Manual (PPM) as directed by the BOD.

Serve as an administrator of programs, products, and services.

Organization:
The Executive Director (ED) is appointed by the BOD.

Conduct of Office:

A.

B
C.
D

m

AT DO
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The ED shall provide oversight of the finances, programs, products, and services of
NDS.

. Attend meetings of the EC, BOD, VAMM, and others as designated by the president.

Handle correspondence of the organization directed to the ED’s office.

. Work with the recording secretary to serve as official custodian of all copies of the

PPM for the organization.

Request that board reports be submitted to the executive director and the

president prior to a board meeting.

Prepare and distribute all official NDS materials.

Prepare and distribute minutes to the BOD.

Coordinate meetings in cooperation with the president and BOD.

Assist the president and parliamentarian in preparing the agenda for BOD meetings.
Work with the BOD, council chairs, and finance committee to prepare annual budgets.
Secure insurance for the organization: officers and board, liability, and others as
necessary.

Be responsible for printing the official conference program.

In collaboration with the Awards Chair, secure appropriate award certificates, plaques
and other recognition items.

Work with the conference planning chair to schedule appropriate facilities for the
conference.

. Provide the VAMM with the material necessary for conducting business 15 days prior

to the meeting; 30 days election of officers.
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P. Work with the recording secretary to maintain a record of minutes and transactions of
the VAMM and the BOD.
Q. Perform duties as directed by the president.

VII.  Amendments:
Recommendations for revisions and/or amendments to these operating procedures must
be submitted to the BOD for approval. Amendments may be initiated by the Executive
Committee, BOD, a council, or committee. (Approved July 27, 2014, April 16, 2023)

Executive Director
Selection Process:

A. A call for applicants or nominations shall be published in e-newsletter prior to beginning
the selection process. An applicant’s letter of interest and a vita shall be submitted to the
president.

B. The screening committee shall be composed of the president, president-elect,

and past president. The past president shall serve as chair.

C. The screening committee shall present applicants (ore applicant) to the board
of directors to accept or reject.

D. The term shall be for 3 years. The procedure will be repeated every 3 years as needed. It
also may be repeated in the event of a resignation or death of the executive director.
(Approved April 16, 2023)

30

& Table of

Contents



II.
I11.

IV.

VI.

VIL.

Finance Director
OPERATING PROCEDURE

Office:  Finance Director

Purpose:

To serve as the organization’s primary steward of its financial and other resources.

Duties and Responsibilities:

A. Works closely with the Executive Director (ED) to manage National Dance Society’s
(NDS)

financial policies, planning, and reporting.

Works with the Finance Committee to prepare an annual budget.
Prepares the necessary state and federal tax forms for relevant consultants.
. Participates in the Virtual Annual Member Meeting (VAMM) and provides budget or
finance reports requested by the President.
Serves as a financial advisor to the Finance Committee and the Board of Directors
(BOD).
F. Assists in the development and implementation of financial or budget policies for the
organization.
Organization:
The Finance Director (FD) is appointed by the BOD with recommendations from the
Finance Committee and the ED.
Conduct of Office:
A. The FD shall provide oversight of the finances and budget servicers of NDS.
B. Records the income and outflow of NDS money and other assets.
C. Attend meetings of the EC, BOD, VAMM, and others as requested by the president.

Sow

e

Amendments:

Recommendations for revisions and/or amendments to these operating procedutres must
be submitted to the BOD for approval. Amendments may be initiated by the Executive
Committee, BOD, a council, or committee. (Approved April 16, 2023)

31

& Table of

Contents



II.
I11.

IV.

VL

Recording Secretary
OPERATING PROCEDURE

Office: Recording Secretary

Purpose:

A. Ensures that accurate minutes of National Dance Society (NDS) meetings are taken
and approved, which includes:
1. the date, time, and location of meeting;
2. alist of those present and absent;
3. alist of items discussed and outcomes of the discussion; and
4. alist reports presented.

Organization:

A. The secretary assumes duties of the office at the conclusion of the Virtual Annual
Meeting (VAMM) for a two-year term.

B. The recording secretary assumes all duties of the office as outlined in the current
Articles of Incorporation, bylaws, and operating procedures.

Conduct of Office:

The recording secretary shall:

A. Serve as a member of the board of directors (BOD), executive committee (EC), and
the VAMM.

B. Maintain the organization’s founding documents, (e.g. Articles of Incorporation,

bylaws, operating procedures), a list of directors, council and committee leaders,
meeting minutes, financial reports and other official records.

Keep all attendance records and minutes of the BOD meetings and the VAMM.
Record actions (motions and outcomes) of the EC, BOD and the VAMM.

Work with the executive director (ED) to archive all records and minutes of the BOD
and VAMM.

F. Confer with the ED to ensure that annual forms are filed and fees are paid in a timely

cloNe

manner with the State Corporation Commission, the IRS, and other relevant agencies.
Send copies of key correspondence to the members of the executive committee.

T O

Select and turn over to the new recording secretary and ED a copy of any materials
that have a bearing on the history of the organization.
I.  Fulfill responsibilities as designated by the president.

Amendments:

Recommendations for revisions and/or amendments to these operating procedures must
be submitted to the BOD for approval. Amendments may be initiated by the executive
committee, BOD, a council, or committee. (Approved April 16, 2023)
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Member-at-Large
OPERATING PROCEDURE

Name: Member-at-Large

Purpose:

A. Support the president, president-elect, and promote the programs, projects, and
activities of the National Dance Society (NDS).

B. Gain an understanding of the organization and work with the president to identify
where they can use their skills and passions to strengthen NDS.

Organization:

The member-at-large assumes duties of the office at the conclusion of the Virtual

Annual Member Meeting (VAMM) for a two-year term.

Conduct of Office:

The Member-at-large shall:

Serve on the board of directors (BOD).

Maintain a folder of BOD minutes, reports or projects, and activities.

Document involvement in specific tasks, activities, or programs.
. Report relevant information to the BOD, newsletter, and members at the VAMM, as
requested by the president.

Sowe

Amendments:

Recommendations for revisions and/or amendments to these operating procedutres must
be submitted to the BOD for approval. Amendments may be initiated by Executive
Committee, BOD, a council, or committee. (Approved July 27, 2014, April 16, 2023)
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IV.

Student Representative
OPERATING PROCEDURE

Name: Student Representative

Purpose:

A. To provide students an opportunity to serve in a leadership role within the National
Dance Society (NDS).

B. To provide representation of college and university students on the Board of Directors
(BOD).

C. To promote membership of students in the Delta Eta Pi honor society.

D. To encourage membership of students in NDS partner organizations at state, regional,
and national levels.

Organization:

A. Qualified students may self-nominate or be nominated by Delta Eta Pi advisors and
then recommended to the Student Council chair for appointment to the BOD.

B. The nominated student must complete an application and submit it to the Student
Council chairs for review and recommendation to the BOD for a vote of approval.

C. The nominee shall be a current NDS student member or a member of Delta Eta Pi
honor society.
1. Be a student, under the age of thirty, in a dance/movement-related discipline.
2. Be active in a range of dance activities.
3. Commit to a full year’s appointment.
4. Demonstrate outstanding personal qualities, high ideals, good scholarship,

professional ethics, and overall leadership potential.

D. One or two student representative(s) shall be approved by the BOD.

E. The student representative shall serve for one year and may be re-appointed for an
additional year if applicable.

Conduct of Office:

A. The student representative (s) shall:
1. Serve on the BOD as a voting member.

Attend regularly scheduled meetings of the BOD.

Keep a continuous file of minutes, reports, and activities of the BOD.

Complete assignments as approved by the BOD.
Report relevant information to the BOD and newsletter editor. Work with

AN e

assigned council chairs, as directed, to support the council’s actions.
6. Turn over files to the succeeding student representative(s) at the end of the term of
office.
B. General Duties:
1. Engage in activities and processes of councils and committees of the
organization.
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2. Provide advice to the BOD on strategies to engage other students and young
professionals in the organization.

3. Encourage the submission of brief articles to the On #he Move newsletter.

4. Work cooperatively with the Student Council chairs to brainstorm recruitment
strategies for soliciting more honor society chapters.

5. Advise the conference/workshop planning committees on strategies for
recruiting students to present at conferences and workshops alone or as co-
presenters.

6. Advise the publication editors of strategies for recruiting students as authors of
newsletter or journal articles.

7. Mentor succeeding student representatives to help them perform duties and
accomplish tasks.

VL Amendments:
Recommendations for revisions and/or amendments to these operating procedures
must be submitted to the BOD for approval. Amendments may be initiated by the
Executive Committee, BOD, a council, or committee. (Approved April 16, 2023)
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Parliamentarian
OPERATING PROCEDURE

Name: Parliamentarian

Purpose:

To assist the president in planning and maintain orderly meetings.

Organization:

A. The Patliamentarian shall be appointed by the president/president-elect and take office
at the time the president begins their presidential term of office.

B. The parliamentarian shall serve for one year and may be re-appointed for an additional
year if applicable.

Conduct of Office:

A. To assist the president (or meeting chair) in developing the meeting agendas.

B. To confer with the president to anticipate any occurrences that might be
encountered during a meeting.

C. To provide procedural advice to the president or other Board of Directors (BOD)
members as needed, while maintaining a position of neutrality.

D. To serve as timekeeper during meetings.

General Duties:

Serve on the BOD as a non-voting member.

Serve as a consultant to the president or meeting chair.

Act as timekeeper during discussions on a Motion.

Anticipate any potential problems during a meeting.

moOOZE»

Keep a file of motion, rationale, and outcomes of the vote that have come
forward during the year.
Complete assignments as directed by the president or meeting chair.

ol

Prior to the meeting, if possible, review each motion and rationale as they come

forward.

H. Work with assigned BOD members or council/committee chairs to structure
motions and rationales.

I. Turn over files to the succeeding patliamentarian.

Amendments:

Recommendations for revisions and/or amendments to these operating procedutres must
be submitted to the BOD for approval. Amendments may be initiated by the executive
committee, BOD, a council, or committee. (Approved April 16, 2024)

36

& Table of

Contents



Social Media Coordinator
1. OPERATING PROCEDURE

II.  Name: Social Media Coordinator
III.  Purpose:

To positively promote the National Dance Society (NDS) mission, share information

through a variety of platforms about NDS activities, and connect the greater dance

community.
IV.  Organization:

A. The Social Media Coordinator shall be appointed by the president, in consultation with
the executive committee (EC) for a suggested 3-year term. The term may be extended
via joint agreement of the coordinator and the EC.

B. The social media coordinator must have the technical skills to function with two or
more social media platforms.

C. The social media coordinator may recruit other professionals or interns to assist in
promoting NDS and its activities, projects, and programs.

D. The individuals assisting the social media coordinator may serve terms as agreed to by
the coordinator and EC.

V.  Conduct of Business:

A. The Social Media Coordinator shall develop an annual plan of action to achieve its
purposes and present the recommendations to the BOD for informational purposes or
action as needed.

B. The Social Media Coordinator and the BOD will create a team of individuals to carry
out the plan of action.

VI.  Duties and Responsibilities:
The Social Media Coordinator and Team Members will:
A. Provide content for the agreed upon social media platforms.

B. Promote NDS conferences, programs, projects, activities and other NDS and partner
initiatives.

C. Periodically review its operating procedures to facilitate efficiency of operations and
effective outcomes for programs and projects and, when necessary, recommend
changes to the BOD.

VII.  Amendments:
Recommendations for revisions and/or amendments to these operating procedures
must be submitted to the BOD for approval. Amendments may be initiated by the
Executive Committee, BOD, a council, or committee. (Approved April 16, 2023, March 10,
2024)
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Website Manager
OPERATING PROCEDURE

Name: Website Manager

Purpose:

To support the structure and function of the organization through broad dissemination of

information.

Organization:

A. The website manager will be appointed by the president, in consultation with the
executive committee, for a 3-year term.

B. The website manager must have the technical skills to maintain and update the
National Dance Society (NDS) website.

Duties:

A. Perform duties and tasks requested by the president, executive committee, and
board of directors (BOD).

B. Work with the web developer to create and maintain an effective user-friendly
design.

C. Monitor the website on a regular basis to determine if all components are
operational.

D. Communicate routinely with the organization’s leadership to ensure that correct
information is posted.

E. Be aware that all users may not be able to download large files or have access to the
latest software versions.

F. Communicate regularly with the hosting agency to maintain a positive
relationship.

G. Keep the website current in accordance with the NDS policies.

Conduct of Business:

A. Post current and accurate information:
Post the NDS leadership directory provided by the nominating committee or executive
director.
B. Annual Evaluation:
If the position is a paid position, the website manager will be evaluated
formally by the executive committee within one month of the annual conference.
Finance:
A. The budgets for website maintenance and the website manager will be suggested by the
website manager and approved by the Finance Committee and the BOD.
B. Expenses will be billed through the executive director.
Amendments: Recommendations for revisions and/or amendments to these operating
procedures must be submitted to the BOD for approval. Amendments may be initiated by
the executive committee, BOD, a council, or committee. (Approved July 27, 2014, April
16, 2023)
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COUNCILS

Each council is a critical substructure of the NDS. Each council shall address specific purposes
of the organization embodying concerns of the total membership and/or intetests of a sub-
group of the membership. Councils provide opportunities for members to be involved in
leadership roles of the organization.

Each council must:

A.

B.

C.
D.

e

%H;Q

Contribute to an established purpose of the organization.

Demonstrate that it can and does make unique contributions to specific purposes, topics,
or interest areas that no other council addresses.

Use a recognized body of knowledge and best practices in operations of the structure.
Conduct significant and timely programs or activities following guidelines stated in the
bylaws and organizational policies and procedures.

Maintain a strong membership to accomplish tasks that will contribute to the
organization’s mission and purposes.

Determine its own goals and objectives that are consistent with the organization’s
purposes.

Establish qualifications for its council membership.

Establish policies for the conduct of council affairs.

Establish a budget for potential projects or tasks needed to advance its interest areas.
Develop program activities or projects to serve the needs of its members, the organization,
and/or components of the society.

Continually review and recommend changes to the board of directors to its operating
procedures to facilitate efficiency of operations and effective outcomes for programs and
projects.

Consider ways to partner with other professional organizations, businesses, or
governmental entities (with board approval) to advance its joint ventures.

Council leaders are a chair and co-chair. The purposes of the office and conduct of the
officers are listed in the following operating procedures. (Approved April 16, 2023)

39

& Table of

Contents



II.
I11.

IV.

Council Chair
OPERATING PROCEDURE

Office: Council Chair

Purpose:
A. Assume primary responsibility for the activities conducted throughout the year by the

council.

B. Interpret the work of the board of directors to the council and promote the activities

of the council.

C. Serve on the conference program planning committee.

Organization:
The council co-chair shall automatically succeed to the office of council chair at the

transaction of the board officers. The co-chair is appointed by the NDS president with

approval of the board of directors.
Conduct of Office:

A. The Council Chair shall:

1.

10.

Represent the NDS at conference dealing with the concerns of the council in
which NDS has been invited to participate.

Submit reports to the board of directors and Member Assembly, which
summarizes the activities, needs, and recommendations of the council.

Send copies of key correspondence to the president and appropriate member of
the board of directors.

Serve as a member of the conference planning committee and solicit program
proposals for the council.

Send thank you letters on behalf of the council to invited speakers and
contributors to the conference program.

Perform other duties as delegated by the president or board of directors.
Provide subsequent chairs with an electronic copy of the appropriate operating
procedures and timelines.

Submit summaries of the council business meetings to the new council chair.
Submit selected council programs to the chair of the annual conference planning
committee.

Serve as a resource person to identify and recommend speakers and consultants for
the council’s specialty or field of study.

B. Duties Following the Conference:

1.
2.
3.

Address correspondence from the president and president-elect.

Meet with new council co-chair.

Submit budget requests to executive director and past president after assuming
office.

Advise the president of council needs, programs, and accomplishments.
Delegate assignments wherever necessary to the council co-chair.

40

& Table of

Contents



6. Tor the annual conference a) solicit program proposals, b) plan the council
program, c) solicit nominees for co-chair and make recommendations to the
president, and d) consider ways to work jointly with other councils.

7. Submit council reports and articles to e-newsletter editor.

8. Send proposed changes to the operating procedures to the parliamentarian and to
the president.

C. Duties at the Annual Convention:

1. Attend all meetings and functions requested of the board of directors.

2. Attend the Member Assembly meeting.

3. Preside at the council meetings and/or program sessions.

4. Write thank you letters to council program presenters.

VI.  Amendments:
Recommendations for revisions and/or amendments to this operating procedure may be
submitted by the councils, committees, and the board of directors for approval.
Amendments may be initiated by the council or by the board of directors.
(Approved April 16, 2023)
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Council Co-Chair
1. OPERATING PROCEDURE

1I. Office: Council Co-Chair
I11. Purpose:

Learn the responsibilities of the office of council chair.
IV. Organization:
The council co-chair shall:
1. Be appointed annually by the president and approved by the board of directors.
2. Automatically succeed to the office of council chair at the transition of NDS officers.
3. Assume the duties of the council chair in case of resignation or death.
V.  Conduct of Office:
A. The council co-chair shall assist the council chair to:

1. Develop budget requests.

2. Learn the responsibilities of that position.

3. Arrange the council program for the annual conference, prior to the planning
meeting.

4. Plan activities and projects of the council.

5. Develop reports to the board of directors.

B. The council co-chair shall:

1. Perform other duties as delegated by the council chair, NDS president, or
board of directors.

2. Submit electronic files to the successor prior to the transition of officers.

3. Work with the council chair to nominate potential professionals for an
appointment to the council co-chair position.

VI.  Amendments:
Recommendations for revisions and/or amendments to these operating procedures must
be submitted to the patliamentarian and NDS president, who will submit the changes to
the councils, committees, and board of directors for approval. Amendments may be
initiated by the council or by the board of directors. (Approved April 16, 2023)
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II.
II1.

IV.

SPECIFIC COUNCIL PROCEDURE

Advocacy
OPERATING PROCEDURE

Name: Advocacy Council

Purpose:

A. To review and interpret any relevant legislation that influences dance promotion
and implementation, and keep the Board of Directors and Leadership Team up to
date.

B. Recommend support of legislative, education, and funding policies to the NDS
membership. (Membership in The Americans for the Arts is funded by NDS for the
Council chair to assist in this endeavor.

C. Recommend action programs to educate key policy makers. (Arts Action Fund)

D. Provide workshops or printed materials, if possible, to educate the membership on
strategies for becoming a strong advocate at the national, state, or local level.

E. Work on any relevant program or project to further dance performance, dance
education, physical literacy, research, or funding.

Organization:

A. The Advocacy Council shall consist of individuals who are interested in the work
of advocacy at the national, state, and/or community level in any area relevant to
NDS such as public policy, education, funding, and/or research.

B. The Council’s leadership consists of a chair and a co-chair. The co-chair is
selected by the NDS President-elect and approved by the Board of Directors.

C. The Council leadership shall rotate every two years. The co-chair will move
into the chair position after serving their term.

Conduct of Business:

A. The Council shall develop tasks and activities to achieve its purposes.

B. The Council shall present its recommendations to the Board of Directors for
informational purposes or action as needed.

C. The Council shall meet as needed to discharge its duties and responsibilities.
Meetings may be held by telephone conference call, video conferencing, and/or
face-to-face.

D. The chair of the council shall preside at meetings. If the chair is not present, the
co-chair will preside.

E. The chair or co-chair will maintain meeting notes and share them with council
members and the Board of Directors as requested.

F. Appointment and Replacement Procedures — Resignation of a Council chair shall
be submitted in writing to the President of the organization. In the event of
inefficiency or other just cause, a council chair, co-chair or member may be
removed by the President upon the recommendation of a majority of the council
members and approval of the Board of Directors. If the chair resigns or is
removed, the co-chair shall move up to complete the term before serving her/his
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VIL

complete term of office. If the co-chair resigns or is removed, a new co-chair is
appointed by the President and approved by the BOD.

Duties and Responsibilities:

A. Discuss critical issues that members need to be aware of regarding national policy
related to education in general, the arts, dance in physical education and wellness,
or other issues deemed important by the council members.

B. Develop program activities or projects to serve the needs of its members, the
organization, and/or components of the society.

C. Disseminate advocacy information through:

a. Relay potential “call to action” through membership e-mail

b.  On the Move (write three (3) articles per year for this Newsletter)
c. NDS Journal (if possible)

d. Website (provide information on current projects or programs)

D. Periodically review its operating procedures to facilitate efficiency of operations
and effective outcomes for programs and projects and, when necessary,
recommend changes to the Board of Directors.

Resolutions:

The following Resolutions are to assist anyone in Advocacy to find their own voice

and plan of action. One person or Council cannot advocate for everything all the time.

If each follows their passion, progress will be made, and the next person will continue

or find a different path. Most advocacy takes much experimentation, planning, and

effort. It takes time. Use the Policies and Procedures Manual (PPM) as a tool,
participate in the NDS Leadership Academy (LLA), do not be afraid to make changes,
and make resolutions for yourself, your team, and future leaders.

Resolution A:

The NDS Advocacy Council recognizes the important role of dance and the arts in the

economy of local communities, state level programs, national initiative, and specific

industries. We support advancing dance for promoting economic development and
creation across the nation.

Resolution B:

The NDS Advocacy Council promotes funding to support dance and dance

education programs at all levels of education from pre-K to institutions of higher

learning.

Resolution C:

The NDS Advocacy Council promotes working in a variety of partnerships with

organizations, foundations, businesses, and government agencies to improve dance

education, health promotion, and educational reform initiatives for all phases of life.

Resolution D:

The NDS Advocacy Council encourages public and private funding for research and

study grants and will seek to inform the membership of such programs.

Amendments:

Recommendations for revisions and/or amendments to these operating procedures must be
submitted to the BOD for approval. Amendments may be initiated by the EC, BOD, a
council, or committee. (Approved April 16, 2023)
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Leadership Development
OPERATING PROCEDURE

Name: Leadership Development Council

Purpose:

The Leadership Development Council (LDC) provides leadership growth opportunities
for NSD and partner organization members.

Organization:

A.

B.

C.

The LDC shall consist of individuals who are interested in the work of leadership
development.

The Council’s leadership consists of a chair and a co-chair. The co-chair is

selected by the NDS President-elect and approved by the Board of Directors  (BOD).
The Council leadership shall rotate every two years. The co-chair will move the chair
position after serving their term.

Conduct of Business:

A.
B.

C.

The Council shall develop tasks and activities its purposes.

The Council shall present its recommendations to the BOD for informational
purposes or action as needed.

The Council shall meet as needed to discharge its duties and responsibilities. Meetings
may be held by telephone conference call, video conferencing, and/or face-to-face.

. The chair of the council shall preside at meetings. If the chair is not present, the co-

chair will preside.

The chair or co-chair will maintain meeting notes and share them with council
members and the BOD as requested.

Appointment and Replacement Procedures — Resignation of a Council chair shall be
submitted in writing to the President of the organization. In the event of inefficiency
or other just cause, a council chair, co-chair or member may be removed by the
President upon the recommendation of a majority of the council members and
approval of the BOD. If the chair resigns or is removed, the co-chair shall move up to
complete the term before serving her/his complete term of office. If the co-chair
resigns or is removed, a new co-chair is appointed by the President and approved by
the BOD.

Duties and Responsibilities:

A.

B.

The Council will develop tasks and activities to serve the needs of NDS members,

including the Delta Eta Pi honor society.

Council members will provide opportunities for leadership development through:

1. Conference programs at NDS annual conference and represent NDS at other
partner events.

2. Collaborate with the BOD to disseminate information (e.g., articles through NDS
journal, On the Move newsletter, NDS website, or social media).
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C.

D.

The Council may identify and nominate individuals who demonstrate potential to be
successful in the NDS Leadership Academy Fellows Program.

The Council shall periodically review its operating procedures to facilitate efficiency of
operations and effective outcomes for programs and projects and, when necessary,
recommend changes to the BOD.

Amendments:
Recommendations for revisions and/or amendments to these operating procedutes
must be submitted to the BOD for approval. Amendments may be initiated by the
Executive Committee, BOD, a council or committee. (Approved September 16, 2018,
April 16, 2023)
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OPERATING PROCEDURE

Name: Performing Arts Council

Purposes:
A. Performing Arts Council

1.

To promote the growth and quality of dance performance in a variety of venues,
settings and locations to facilitate and enrich groups of varying educational levels,
ages and socio-economic backgrounds.

To assist in the development of a codified set of sound practices that can be used
and implemented as a foundational tool when performing in each setting.

To provide a broad range of professional development workshops that educate
those teaching dance related to performance (e.g., lighting, staging, costuming,
spacing, make-up, theatre etiquette, and safe practices in the theatre).

B. Choreography Assessment Program (CAP):

1.

To adjudicate materials (video footage and an application with written explanation
of the intent, purpose, and description of choreography) submitted for
choreography assessment. The educational level or professional caliber of a
performance company will be given consideration throughout the adjudication
process.

To provide written results to the participants of the CAP for their professional
knowledge and potential academic advancement.

Written results will be disseminated through the National Dance Society (NDS)
and the identity of the adjudicator(s) will remain anonymous.

Organization:
A. The Performing Arts Council shall consist of individuals who are interested in

supporting, enriching, and nurturing the development of choreographic work designed

to create a standard of excellence reflective of the society’s mission.

B. The Council’s leadership consists of a chair and a co-chair. The co-chair is appointed

by the NDS President and approved by the Board of Directors (BOD).

C. The Council leadership shall rotate every two years. The co-council chair will move

into the chair position after serving their term as co-council chair.

Conduct of Business:

A.
B.

C.

The Council shall develop an annual plan of action to achieve its purposes

The Council shall present its recommendations to the BOD for informational
purposes or action as needed.

The Council shall meet at least twice annually, but more often if desired or
necessary, in order to discharge its duties and responsibilities. Meetings may be
held by video conferencing and/or in-person.

. The chair of the council shall preside at meetings. If chair is not present, the co-
chair will preside.
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E.

Appointment and Replacement Procedures — Resignation of a Council chair shall be
given in writing to the President of the organization. In the event of inefficiency or
other just cause, a council chair, co-chair or member maybe removed by the President
upon the recommendation of a majority of the council members and approval of the
BOD. If the chair resigns or is removed, the co-chair shall move up to complete the
term before serving her/his complete term of office. If the co-chair resigns or is
removed, a new co-chair is appointed by the President and approved by the BOD.

Duties and Responsibilities:

A.

Prepare guidelines and forms for soliciting choreography proposals for the annual
conference and other events as requested by the President and/or approved by the
BOD.

Implement a theme/focus for potential concert(s).

Encourage members (and partner members) to submit performance-related workshop
proposals for the annual conference that can relate to broad audiences of dance
teachers.

. Maintain adequate records, copies of performance programs, and other files to help

those moving into Performing Arts Council.

Oversee the CAP by updating application forms, promotional strategies, securing
adjudicators, creating a budget for concert(s) and communicating with NDS member
who submitted work for review.

Periodically review its operating procedures for facilitate efficiency of operations and
effective outcomes for programs and projects and, when necessary, recommend
changes to the BOD.

Amendments:

Recommendations for revisions and/or amendments to these operating procedures must

be submitted to the BOD for approval. Amendments may be initiated by the Executive
Committee, BOD, a council, or committee. (Approved April 16, 2023)
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Professional Learning Development
OPERATING PROCEDURE

Name: Professional Learning Council

Purpose:

A. Provide professional development to teachers and staff to build a network of
constituents through strong connections with pre- K-12 schools, post-secondary
education, and community organizations.

B. To plan and oversee the organization’s continuous process for providing new or
updated knowledge, including standards and skills to those who teach dance in a
variety of settings and through a variety of methods (instructional, creative thinking,
best practices, and exemplary curricula in dance.

C. To play a key role in maintaining informed, trained, and passionate professionals for
implementing projects, special program workshops, and conferences to meet critical
issues and needs in dance education.

Organization:

A. The Professional Development Council shall consist of individuals who are
interested in addressing issues that promote dance education in a variety of
educational arenas.

B. The Council’s leadership consists of a chair and a co-chair appointed by the

National Dance Society (NDS) President and approved by the BOD.

C. The Council leadership shall rotate every two years. The co-council chair will

move into the chair position after serving their term as co-council chair.

Conduct of Business:

A. The Council shall develop a plan of action to achieve their purposes.

B. The Council shall present its recommendations to the BOD for informational

purposes or action as needed.

C. The Council shall meet as needed to discharge it duties and responsibilities. Meetings
may be held by video conferencing and/or in person.

D. The chair of the council shall preside at meetings. If the chair is not present, the co-
chair will preside.

E. The chair or co-chair will maintain meeting notes and share them with council
members and the BOD as requested.

F. Appointment and Replacement Procedures — Resignation of a Council chair
shall be given in writing to the President of the organization. In the event of
inefficiency or other just cause, a council chair, co-chair or member may be
removed by the President upon recommendation of a majority of the council members
and approval of the BOD. If the chair resigns or is removed, the co-chair shall move
up to complete the term before serving her/his complete term of office. If the co-
chair resigns or is removed, a new co-chair is appointed by the President and approved
by the BOD.
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Duties and Responsibilities:

Members of the Professional Development Learning Council will:

A. Develop program activities or projects, including virtual conferences, to serve the
needs of the membership or partner organizations membership.

B. Invite members and others to offer workshops and sessions at the NDS annual

conference.

Create and offer sessions appropriate for NDS and partner members

Solicit articles on pedagogy, choreography, interdisciplinary curriculum for the NDS

o O

journal, On the Move newsletter.

E. Submit information about professional learning opportunities to the Social Media
Coordinator and Website Manager.

F. Periodically review the operating procedures to facilitate efficiency of operations and
effective outcomes for programs and projects and, when necessary, recommend
changes to the BOD.

Amendments:

Recommendations for revisions and/or amendments to these operating procedures must
be submitted to the BOD for approval. Amendments may be initiated by the Executive
Committee, BOD, a council, or committee. (Approved April 16, 2023, March 10, 2024)
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1. OPERATING PROCEDURE

II.  Name: Publications Council
III.  Purpose:
This Council coordinates production of the NDS Journal, On #he Move newsletter, and
other publications deemed appropriate by the National Dance Society (NDS) Board of
Directors (BOD).
IV.  Organization:
A. The Publications Council shall consist of individuals who are interested in this
work.
B. The Council’s leadership consists of a chair and a co-chair appointed by the NDS
President and approved by the BOD.
C. The Council leadership shall rotate every two years. The co-council chair will
move into the chair position after serving their term as co-council chair.
V.  Conduct of Business:

A. The Council shall develop a plan of action to achieve their purposes.

B. The Council shall present its recommendations to the BOD for informational
purposes or action as needed.

C. The Council shall meet at least twice annually, but more often if desired or necessary,
in order to discharge its duties and responsibilities. Meeting may be held by video
conferencing and/or in person.

D. The chair of the council shall preside at meetings. If the chair is not present, the co-
chair will preside.

E. The chair and co-chair will write up council reports as requested by the BOD.

F. Appointment and Replacement Procedures — Resignation of a Council chair shall be
given in writing to the President of the organization. In the event of inefficiency or
other just cause, a council chair, co-chair or member may be removed by the President
upon the recommendation or a majority of the council members and approval of the
BOD.

VI.  Duties and Responsibilities:
Members of the Publications Council will:

A. Provide assistance to individuals who agreed to serve as publications editors or
document writers as needed.

B. Encourage the membership in general to submit manuscripts to the journal and

shorter articles to the newsletter.

Serve as a proofreader for information to be uploaded to the website.

oNe

. Brainstorm ideas to assist the Social Media Council regarding items that can be
shared through social media.
E. Solicit or prepare programs proposals for the annual conference.
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F. Research potential revenue-generating strategies to help maintain quality
publications.

G. Work with publication editors to oversee and assist in implementation of the
journal and newsletter as needed.

H. Oversee revisions of dance standards and other publications.

Amendments:

Recommendations for revisions and/or amendments to these operating procedures must
be submitted to the BOD for approval. Amendments may be initiated by the Executive
Committee, BOD, a council, or committee. (Approved April 16, 2023)

52

\g Table of

Contents



II.
I11.

IV.

VL

Research and Evaluation
OPERATING PROCEDURE

Name: Research and Evaluation Council

Purposes:

A. Research Unit: To conduct, guide, and critically review qualitative and quantitative
research efforts in the field of dance and dance education and develop justifiable
approached to share data.

B. Evaluation Unit: To provide a repository for decision-making and planning that meets
goals and objectives of National Dance Society (NDS), which demonstrates the impact
of NDS events and activities.

Organization:

A. The Research and Evaluation Council shall consist of individuals who are interested in
work for either unit.

B. The Council’s leadership consists of a chair and co-chair. The co-chair is appointed by
the NDS President and approved by the Board of Directors (BOD).

C. The Council leadership shall rotate every two years. Th co-council chair will move
into the chair position after serving their term as co-council chair.

Conduct of Business:

A. The Council shall develop an annual plan of action to achieve its purposes.

B. The Council shall present its recommendations to the BOD for informational
purposes or action as needed.

C. The Council shall meet at least twice annually, but more often if desired or
necessary, in order to discharge its duties and responsibilities. Meetings may be held
by video conferencing and/or in person.

D. The chair of the council shall preside at meetings. If chair is not present, the co-chair
will preside.

E. The co-chair will maintain meeting records and share with council member and BOD
as requested.

F. Appointment and Replacement Procedures — Resignation of a Council chair shall be
submitted in writing to the President of the organization. In the event of inefficiency
of other just cause, a council chair, co-chair or member may be
removed by the President upon the recommendation of a majority of the council
members and approval of the Board of Directors. If the chair resigns or is removed,
the co-chair shall move up to complete the term before serving her/his complete term
of office. If the co-chair resigns or is removed, a new co-chair is appointed by the
President and approved by the BOD.

Duties and Responsibilities:

A. Develop a research and evaluation agenda for NDS.

B. Present workshops and facilitate meetings as needed to help members
understand the research and/or evaluation process.
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C. Provide guidance to NDS members in their own research and/or evaluation efforts to
further advance the fields of dance and dance education.

D. Keep records of all past, current, and projected research efforts via an online
research database.

E. Submit unit reports and articles to newsletter editor.

F. Coordinate session evaluations at the annual conference, to include creating,
distributing, collecting, and analyzing conference attendee evaluations.
Copies of evaluations shall be distributed to conference presenters and
evaluation results shall be compiled and analyzed for additional conference
assessment purposes.

G. Keep a record of any evaluations conducted within the fiscal year for potential analysis
and report development.

H. Periodically review its operating procedures to facilitate efficiency of operations and
effective outcomes for programs and projects and, when necessary, recommend
changes to the BOD.

Amendments:

Recommendations for revisions and/or amendments to these operating procedutes
must be submitted to the BOD for approval. Amendments may be initiated by the
Executive Committee, BOD, a council, or committee. (Approved April 16, 2023)
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PERATING PROCEDURE

Name: Student Council

Purposes:

A. Promote and increase the number of Delta Eta Pi (DEPi) Dance Honor Society
chapters.

B. Encourage or sponsor student sessions and activities (e.g., movement and lecture
sessions, socials, student leadership meetings) at annual conference.

C. Engage and mentor student members regarding the benefits of being in a national
organization.

D. Assist in recommending student representation to serve on the National Dance Society
(NDS) Board of Directors (BOD).

E. Foster the recognition of student achievement through Student Awards.

F. Encourage student submissions to both the newsletter and NDS Journal.

G. Recommend necessary changes needed for chapter initiation fees and membership

dues.

Organization:
A. Members of the Student Council shall consist primarily of advisors of the DEP1

B.

C.

Chapters.

The Council’s leadership consists of a chair and a co-chair. The co-chair is
appointed by the NDS President and approved by the BOD.

The Council leadership shall rotate every two years. The co-council chair will move
into the position of chair after serving their term as co-council chair.

Conduct of Business:

A. The Council shall develop an annual plan of action to achieve its purposes.

B.

C.

The Council shall present its recommendations to the BOD for informational
purposes or action as needed.
The Council shall meet at least twice annually, but more often if desired or
necessary, in order to discharge its duties and responsibilities. Meetings may
be held by video conferencing and/or in-person.
. The chair of the council shall preside at meetings. If the chair is not present,
the co-chair will preside.
The co-chair will maintain meeting records and share meeting records at the request of
council members and the BOD.
Appointment and Replacement Procedures — Resignation of a Council chair
shall be submitted in writing to the President of the organization. In the event
of inefficiency or other just cause, a council chair, co-chair or member may be
removed by the President upon the recommendation of a majority of the
council members and approval of the BOD. If the chair resigns or is removed, the co-
chair shall move up to complete the term before serving her/his complete term of
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office. If the co-chair resigns or is removed, a new co-chair is appointed by the
President and approved by the BOD.

Duties and Responsibilities:

Members of the Student Council will:

A. Communicate with DEPI chapters, answer questions, and offer suggestions for
induction ceremonies, service projects, and help chapters with intra-communications.

B. Respond to inquiries about DEPI.

C. Make recommendations to the BOD about information on the website, social media
or other publishing materials related to DEPI.

D. Contribute articles for publications, including newsletters, blogs, and journals, as well
as encouraging student publications.

E. Conduct DEPi informational workshops at annual conferences or elsewhere.

F. Periodically review its operating procedures to facilitate efficiency of operations and
effective outcomes for program.

G. Encourage NDS members (and other dance educators) to establish local chapters.

H. Encourage other NDS members to volunteer as supporters of the Student Council.

I. Encourage current chapters to foster mentorships or networking with other chapters.

Amendments:

Recommendations for revisions and/or amendments to these operating procedures must
be submitted to the BOD for approval. Amendments may be initiated by the Executive
Committee, BOD, a council, or committee. (Approved April 16, 2023)

56

& Table of

Contents



II.
II.

II1.

IV.

VL

Wellness
OPERATING PROCEDURE

Name: Wellness Council

Purpose:

A. To increase knowledge of the eight dimensions of wellness.

B. To promote understanding of the interconnections of dance and wellness as they
contribute to healthy living, higher levels of performance, and success in life.

C. To offer innovative cross-curricular instructional strategies that integrate dance science
in the classroom, studio, gym, and other dance arenas.

D. To promote, nurture, and enrich qualified dance teachers who are committed to
preventing injury through efficient movement.

Organization:

A. The Wellness Council shall consist of individuals who are interested in the work of
dance health promotion and wellness.

B. The Council’s leadership consists of a chair and a co-chair. The co-chair is
selected by the NDS President-elect and approved by the Board of Directors.

C. The Council leadership shall rotate every two years. The co-chair will move into the
chair position after serving their term.

Conduct of Business:

A. The Council shall develop tasks and activities to achieve its purpose.

B. The Council shall present its recommendations to the Board of Directors for
informational purposes or action as needed.

C. The Council shall meet as needed to discharge its duties and responsibilities. Meetings
may be held by telephone conference call, video conferencing, and/or face-to-face.

D. The chair of the council shall preside at meetings. If the chair is not present, the co-
chair will preside.

E. The chair or co-chair will maintain meeting notes and share them with council
members and the Board of Directors as requested.

F. Appointment and Replacement Procedures — Resignation of a Council chair shall be
submitted in writing to the President of the organization. In the event of inefficiency
or other just cause, a council chair, co-chair, or member may be removed by the
President upon the recommendation of a majority of the council members and
approval of the Board of Directors. If the chair resigns or is removed, the co-chair
shall move up to complete the term before serving her/his complete term of office. If
the co-chair resigns or is removed, a new co-chair is appointed by the President and
approved by the Board of Directors.

Duties and Responsibilities:

Members of the Wellness Council will:

A. Develop a plan of action for relevant projects or programs to be implemented
during the year(s) and share the plan with the BOD.
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B. Offer workshops, in collaboration with the president and other councils, related to
a dance science/wellness concept or theme focused on one or more of the eight
dimensions of wellness.

C. Identify potential topics for document development and/or dissemination (such as
an injury prevention position statement, brochure for safe practices in dance,
resolution statements for advancing dance or other topics).

D. Encourage members to submit publications to the journal, newsletter, or other
documents related to dance science, medicine, technology, or dance benefits for all
populations (including those varying abilities or chronic disease).

Reference:
Eight Dimensions of Wellness

1. Emotional — Developing self-esteem, coping effectively with life and creating
satisfying relationships (professionally and personally)

2. Environmental — Good health by occupying pleasant, stimulating environments that
support well-being (including physical and emotional environments)

3. Financial — Satisfaction with current and future financial situations (related to the
profession or personal life). How to create income for themselves during and beyond
their career.

4. Intellectual — Recognizing creative abilities and finding ways to expand knowledge
and skills (knowing the value of and commitment to life-long learning)

5. Occupational — Personal satisfaction and enrichment from one’s work (paid
volunteer)

6. Physical — Recognizing the need for physical activity, healthy foods, and sleep, while
avoiding destructive habits (e.g., tobacco, excessive alcohol, drugs)

7. Social — Developing a sense of connection, belonging, and a well-developed support
system (professionally and personally)

8. Spiritual — Expanding a sense of purpose, positive core values, self-understanding,

and meaning in life. https://www.samhsa.gov/wellness-initiative/eight-dimensions-wellness

Amendments:

Recommendations for revisions and/or amendments to these operating procedutres must
be submitted to the BOD for approval. Amendments may be initiated by the Executive
Committee, BOD, a council, or committee. (Approved April 16, 2023)
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PROCEDURES FOR CREATING OR CHANGING SUBSTRUCTURES

Any member of the organization may recommend the establishment of a council or other
substructure to the board of directors (BOD). New councils or substructures may be
approved by the BOD by a simple majority of the votes cast at an official meeting and/or
by an electronic process.
Members of the National Dance Society (NDS) wishing to form a new council or other
substructure must submit a letter of intent to the BOD. If the concept is approved, a
written application requesting council or other substructure status must be made for
review and approval of the BOD.
The application should provide the following information:
1. Statement of purpose for the council or other substructure.
2. Evidence of need:
a. Provide evidence of the need and support for the proposed council or
substructure.
b. Present evidence of members’ participation, involvement, and interest in the
existence of the new substructure.
3. Projected activities and service to the field to be accomplished by the substructure for
the immediate year and subsequent 3-5 years.
4. Describe measures of success of the council activities and programs.
Propose a slate of leaders for the substructure.
Present an annual progress report to the board of directors and Virtual Annual Member
Meeting (VAMM), as well as to the BOD upon request.
Receive, at the completion of a three-year probationary period, from the BOD on of the
following:
1. A recommendation for permanent status.
2. An extension of the probationary period with an explanation of why the extension is
necessary.
3. A denial of the application for a new council or other substructure.
Report the action of the BOD to the VAMM. (Approved on April 16, 2023)
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PROCEDURES FOR CONTINUING, MAINTAINING, AND DISCONTINUING
A COUNCIL OR OTHER SUBSTRUCTURE

To be eligible for continuance of affiliation within the National Dance Society (NDS), each
council or other substructure must adhere to the following:

A. Implement specific projects or programs that advance one or more purpose of the NDS
annually.

B. Hold business meetings as needed.

C. Recommend potential new or continuing leaders to the president and board of directors
(BOD).

D. Demonstrate specific and unique contributions to NDS purposes that are not adequately
provided in exiting substructures within the organization.

E. Conduct programs and activities within a timely manner and that also adhere to the NDS
bylaws and policies.

F. Identify and maintain volunteer membership within the substructure that is sufficient to
support the services essential to its operation.

The leadership of each council or substructure will monitor the viability of the substructure.
The substructure leadership will initially notify the president if a council or other substructure
has not or cannot meet the aforementioned criteria for two continuous years. At that point,
the substructure will be notified that the BOD shall review the viability of the substructure for
a one-year probationary period. At the conclusion of the probationary period, the BOD will
vote to discontinue the council or substructure or to continue the council or substructure.
Further, the Virtual Annual Member Meeting (VAMM) may discontinue any substructure at a
VAMM by a two-thirds vote of the members voting, provided such action is recommended by
the BOD. (Approved on April 16, 2023)
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COMMITTEE DESCRIPTION

A committee is a group of members appointed to perform a designated service for the

organization. Committees of NDS shall be standing committees, continuing committees,

president’s committees, and ad hoc committees. Task forces may also be used to promote
work of the NDS.

1. Standing committees shall:

a.

f.

Be perpetual structures of the NDS, be identified by name in the organization’s bylaws,
and are governed by operating procedures described within this Po/icies and Procedures
Manunal.

Carry out necessary and continuing functions of NDS described within this Po/icies and
Procedures Mannal.

Have rotating terms of membership as defined in its operating procedures within this
Policies and Procedures Manual.

Have its chair and members appointed by the president as described within this Po/icies
and Procednres Mannal, and approved by the board of directors.

Report annually to the Member Assembly and to the board of directors at the regularly
scheduled meetings.

Be funded as needed from the NDS budget, if funding is available.

2. President’s committees shall:

a.

b.

f.

g.

Be created, appointed, charged, and/or terminated by the NDS president and
approved by the board of directors.

Complete its charge within the term of office of the president that created the
committee.

Be created to study items of concern or interest to the president or the board of
directots.

Report on outcomes to the president that created the committee.

Be dissolved automatically upon the expiration of the appointing president’s term of
office or they may also be dissolved earlier with the completion of the specific
committee’s charge.

Be re-established by the incoming president if the need is relevant.

Be funded only at the discretion of the president and provided that such funds are
allocated in the NDS budget.

3. Continuing committees shall be organized groups that the board of directors views as

more important for action over longer periods of time than the president’s committees or

ad hoc committees.
4. Ad hoc committees and task forces shall:

a.
b.

Be established and terminated by the NDS board of directors.
Have their memberships appointed by the president, and approved by the board of
directors on a non-rotational basis.
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c. Conduct studies or implement projects that are of concern or interest to the board of
directors and/or the Member Assembly.

d. Submit progress reports to the board of directors at the regular scheduled meetings as
requested and to the annual Member Assembly.

e. Submit a final comprehensive report when the committee’s or task forces’ charge is
completed.

f.  Be discontinued automatically upon completion of the assigned charge.

g. Be terminated at any time by action of the board of directors.

h. Be funded only by action of the board of director and provided that such funds are
allocated in the NDS budget.

On any committee or task force, there also are certain committee member duties:

1.

AN

Participate in an orientation presented by the committee chair at the first meeting of the
committee.

Participate in meetings of the committee scheduled electronically or face-to-face.
Respond in a timely way to correspondence from others on the committee.

Understand the logistics of participating in meetings.

Have a clear understanding of the rights and responsibilities of the ex-officio committee
members.

Share in the work and responsibilities of the committee with all members of the
committee.
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IV.

VI.

Standing — Audit
OPERATING PROCEDURE

Name: Audit Committee

Purpose:

To oversee an organization’s internal controls and risk-management procedures, help the
organization develop adequate internal financial controls, and recommend changes in
practices or reporting to move the NDS into a “best practices” position.

Organization:

A.

C.
D.
E

F.

G.

The audit committee shall consist of three individuals appointed as needed. All
members shall have a clear understanding of the NDS and its services, financial
literacy/expertise for reading financial statements, and the ability to ask probing
questions.

The audit committee logistics is managed by the finance committee as needed (e.g.,
expenses for in-person meetings, postage).

The audit committee will select one of the three appointees to serve as the chair.
The committee shall meet as needed to discharge its responsibilities.

The committee shall present its recommendations to the board of directors (BOD) for
information of action.

Members of the audit committee shall have no existing financial, family or other
personal ties to management of the NDS.

No staff members of the organization are eligible to serve on the audit committee.

Conduct of Business:

A.

B.

Duties:

1. Safeguard the organization and its assets.

2. Report fairly and accurately on the organization’s financial activities and condition.

3. Make recommendations to the board of directors (BOD) based on the committee’s
review activities.

Responsibilities:

1. Provide oversight of the organization’s financial performance.

2. Review the organization’s financial statements and organization’s budget and
expenditures to determine if the information is consistent.

3. Reportt to the BOD the adequacy of financial reports provided to make
recommendations for improvement.

4. Provide oversight of the organization’s conflict of interest policy and keep the
BOD apprised of any changes required in the policy or its implementation.

5. If the audit committee recommends an external audit and the BOD approves such
action, this committee will make the arrangements and oversee work of the
external auditor.

Amendments:

Recommendations for revisions and/or amendments to these operating procedures

must be submitted to the BOD for approval. Amendments may be initiated by the

Executive Committee, BOD, a council, or committee. (Approved July 27,2014, April

16, 2023)

63

& Table of

Contents



II.
I11.

IV.

Standing — Awards Recognition
OPERATING PROCEDURE

Name: Awards Recognition Committee

Purpose:

To recognize excellence in promoting the fields of dance and dance education/pedagogy,

meritorious professional service, leadership, dance advocacy and promotion, research and

other scholarly work.
Organization:

A.

The committee will consist of five members, two rotating on and two rotating off
annually. The president will annually appoint the committee chair to create the fifth
committee member.

Communication will be virtual meetings (e.g., Zoom, Teams, Meets), conference calls,
E-mail, postal mail, or in-person meetings at the annual conference.

The committee shall maintain continual dialogue among the board of directors
(BOD), councils, committee chairs, and members across the states to solicit
nominations for the awards.

. During years of high numbers of applications, the committee may request support

from the BOD to increase the number of ad hoc committees to assess applications for
specific awards.

Conduct of Business:

A.

oo

First Awards Meeting of the Year: The Committee will:

1. review awards timeline for the upcoming year,

solicit nominations,

review applications for each award,

notify applicants of the recipient/non-recipient status, and

DA N

work with the executive director (ED) to prepare documents related to the awards
presentations.

Document Nominee and Recipient Status: Prepatre forms/tables to track award
nominees and recipients by award categories.

Expenses: Track expenses related to the awards process.

. Documentation: Develop/update awards applications, assessment criteria, and the

evaluation rubric for each award.

Dance Legacy Award

Dance Honor (Service) Award

Dance Scholar Award (for artistry and science)
P-12 Master Dance Educator Award
College/University Master Dance Educator Award
Global Dance Educator Award

Dance Promotion in the Community Award
Dance within Physical Education Award

A N
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9.

10.
11.
12.
13.

Young Dance Professional Award
Dance Advocate Award

Graduate Dance Scholar Award
Undergraduate Dance Scholar Award
Dance Ovation Award

E. Tentative Timeline of Awards Process

1.

10.

Nominations Due: to ED (to check on membership qualifications); then sent forward
to chair within 10 days.

a. Main Awards: September 1*

b. Student Awards: December 1%

Chair sends E-mail to Candidates — including full application packet

a. Main Awards: September 10"

b. Student Awards: December 10"

Applications Due to Nominators: check quality of application

a. Main Awards: December 1*

b. Student Awards: January 10 (working with nominators on application)

Chair sends Due Date Reminder E-mail

a. Main Awards: December 15"

b. Student Awards: January 20®

Applications Due: send official application and supporting documents to the ED
(check completion of application), who forwards them to the Chair of the Awards
Committee

a. Main Awards: December 31*

b. Student Awards: February 1*

Review Awards with Committee:

a. Main Awards: January

b. Student Awards: February

Select Award Winners and Notification of Status:

a. Main Awards: February 1% or earlier

b. Student Awards: March 1* or earlier

Newsletter Announcement:

All Awards: April 1% — drop dead date (send to Newsletter Editor for publication)
Awards Trophies Ordered

All Awards: April 1%

Seripts Written for Awards Presentation at Conference: Awards Committee Members
Minimum of two weeks prior to Summer Conference Date

F. Communication: Keep record of relevant E-mail messages and other

communications related to the awards process.
G. Notification: Assure timely notification to the president and ED of the award
recipients’ contact information.
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VL

H. Workshops: Present workshops and facilitate meetings as needed to help members
understand the awards processes and encourage nominations of quality professionals
and students for the awards.

I.  Annual Report: The committee chair will submit an annual report to the BOD and
membership.

Amendments:

Recommendations for revisions and/or amendments to these operating procedures
must be submitted to the BOD for approval. Amendments may by initiated bythe EC,
BOD, a council, or committees. (Approved July 27, 2014: Revision Approved February 14,
2021)
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I11.

IV.

Standing — Finance
OPERATING PROCEDURE

Name: Finance Committee

Purpose:
To advise the board of directors (BOD) on financial matters of NDS.

Organization:

A.
B.

C.

The committee shall be a standing committee.

The committee shall consist of the immediate past president as chair, at least three
members appointed by the president, and the executive director (ED). The appointed
members shall demonstrate knowledge of organizational financial operations.
Appointments shall be for seven-year rotational terms. A committee member shall not
serve a consecutive term. However, individuals may be appointed to the committee in
future years after a minimal one-year leave from the committee.

Resignations from the committee shall be presented to the president in writing. The
president shall appoint a successor to complete the unexpired term.

D. A quorum shall consist of a majority of the committee membership.

Conduct of Business:

A.

B.

C.

The committees shall conduct business through virtual meetings, in-person, and e-

mail.

Duties of the finance committee are to:

1. Advise the president and BOD in financial matter of the organization.

2. Review and make recommendations on requests from the president, BOD,
councils, or committee chairs regarding receipt and expenditure of funds.

3. Conduct financial studies, investigations, and make recommendations as needed.

Make recommendations for fund development for the organization.

Evaluate and recommend short-term and long-term savings programs and

investments policies.

Prepare the annual budget and submit it to the BOD for approval.

Assist in preparation of the annual conference budget.

Report any financial irregularities or concerns.

A I

Work with staff to design financial reports and ensure that reports are submitted

accurately and in a timely fashion.

The committee chair shall:

1. Send to the president and president-elect copies of pertinent correspondence
among the committee members.

2. Send potential revisions of this operating code to the parliamentarian and preside
in the form of a motion.

3. Submit an annual report to the membership
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VI

Amendments:
Recommendation for revisions and/or amendments to these operating procedures
must be submitted to the BOD for approval. Amendments may be initiated by the

Executive Committee, BOD, a council, or committee. (Approved July 27, 2014, Amended
July 29, 2018, Edited June 23, 2021)
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II.
I11.

IV.

Standing — Nominating
OPERATING PROCEDURE

Name:

Nominating Committee

Purpose:

To select a slate of officers for consideration and election by the Member Assembly.

Organization:

A. The committee shall be a standing committee.

B. The committee is constituted as indicated in Article IV, Section 3, of the bylaws. A
committee member who becomes a candidate shall resign from the committee. The

president shall appoint a replacement.

C. The committee shall consist of a chair and three members appointed by the

president.

D. The committee shall maintain confidentiality about all aspects of the nomination and

selection process.

Conduct of Business:

A. The committee shall:

1.

2.

Operate in accordance with Article IV, Section 3 and 4 of the organization’s
bylaws.
Credential voting members prior to the Member Assembly.

B. The chair shall:

1.

10.

Know and understand the work of the NDS and the critical nature of the
committee’s responsibility.

Provide an orientation of the committee’s responsibilities to the other

committee members at the first meeting.

Explain to committee members expectations regarding their overall work on the
committee.

Encourage full participation of all members of the committee.

Solicit nominations from the organization’s officers, other leaders, and the general
membership, mindful of the eligibility requirements for each office. All nominees
must be members of the NDS.

Provide calls for nomination in the e-newsletter, blast e-mails, and on the Website.
Write to individuals nominated for the specific offices to secure permission for
their names to be placed in nomination and obtain biographical data when
individuals accept nominations.

Send the list of nominees to the board of directors and the nominating

committee members to independently rank order.

Send the completed list of candidates to the nominating committee for final
approval.

Notify the candidates that their names will be placed on the ballot, and

request their attendance at the Member Assembly.
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11.
12.

13.

14.
15.

16.

17.

Work with the executive director to prepare electronic and paper ballots.
Inform the nominating committee that they are to attend the Member Assembly to
collect and count the ballots.

Send to the president and president-elect copies of relevant

correspondence sent among committee members.

Submit an annual report to the board of directors and Member Assembly.
Submit to the parliamentarian items in the operating procedures that need to be
updated and that also should be included in the annual report.

Submit copies of materials to archive with the recording secretary and

the executive director.

Transfer committee files to the successor as soon as the new

appointment is made.

Amendments:

Recommendations for revisions and/or amendments to these Procedures must be

submitted to the board of directors for approval. Amendments may be initiated by the
board of directors, councils, committees, or the membership. (Approved July 27, 2014)
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II.
I11.

IV.

VI.

Continuing — Annual Conference Planning
OPERATING PROCEDURE

Name: Annual Conference Planning Committee

Purpose:

The committee shall be responsible for planning, organizing, and implementing all
activities associated with the NDS annual conference.

Organization:

A.

B.

The committee shall be an ongoing committee, supported by sub-committees that are

assigned specific tasks.

The committee shall consist of a chair (appointed by the president-elect) and other

members recommended by the chair and appointed by the president. All

appointments are for a one-year term and:

1. One member will serve as the chair of the program planning sub-committee.

2. One or more of the members shall be from the local area where the conference is
being held.

3. One member shall be the chair of the performing arts council.

4. 'The Executive Director (ED) serve as a member.

Conduct of Business:

A.

B.

D.

The committee shall plan creative tasks and activities to encourage conference
attendance.

The committee shall present information or its recommendations to the Board of
Directors (BOD) for informational purposes or action as needed.

The committee shall meet on a regularly scheduled basis and at other times as
necessary to discharge its duties and responsibilities. Meetings may be held by video,
telephone conference call, and/or in person.

The chair will maintain meeting records and share them with council members

and the BOD as requested.

Duties and Responsibilities:

Members of the conference planning committee will fulfill its duties and tasks:

A.

Duties of the conference planning committee:
1. Provide input to the Finance Committee (FC) for development of an annual
conference budget.
2. Revise Program Proposal Form as needed and distribute the program proposal
form to:
a.  All NDS members,
b. The web manager to upload on the NDS website,
c. The executive director for distribution to partner organizations,
d. The membership and marketing chair.
3. Revise Registration Form as needed and distribute it to:
a.  All NDS members,
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a. The web manager to upload on the NDS website,
b. The executive director for distribution to partner organizations,
c. The membership and marketing chair.
4. Review the program proposal recommendations from the council chairs and make
the final decision to accept or reject proposals.
5. Serve as presiders for the conference sessions.
B. Committee Chair shall:
1. Coordinate the various tasks and responsibilities associated with planning the
conference with NDS president.
2. Schedule and preside over committee meetings.
3. Work with appropriate individuals on the development of graphics for the
conference (i.e., save the date, conference highlights).
4. Develop the program schedule and events.
5. Provides the ED with an account of the receipts and disbursements for the
conference.
6. Correspond with the president and president-elect.
7. Write congratulatory letters to all presenters and copy to their appropriate
supervisors/administrators.
8. Send session evaluation results to all presenters.
9. Submit copies of any relevant materials to the recording secretary and ED that
should be archived for historical records.
A. Exhibitors, Vendors, and Sponsors Coordinator will:
Revise Vendor application packet.
Identify potential supporters.
Solicit participation.
Track responses and answer any questions.
Send a letter of confirmation and commitment.
Organize the onsite and virtual exhibition space.
Work with the Financial Director to track payment for participation.

e N e o e

Send thank you letters to each supporter.

VII.  Amendments:
Recommendations for revisions and/or amendments to these operating must be
submitted to the BOD for approval. Amendments may be initiated by the Executive
Committee, BOD, a council, or committee. (Approved April 16, 2023)
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I11.

IV.

VI

Continuing — Conference Site Selection
OPERATING PROCEDURE

Name: Conference Site Selection

Purpose:

The purposes of the conference site selection committee are to:

1. Identify possible locations for future annual conferences;

2. Solicit and review proposals; and

3. Make a recommendation to the Board of Directors (BOD) for the site(s) to host a
conference.

Organization:

The ongoing committee shall consist of at least three members, including the ED,

immediate past president, and president-elect and president-elect other as needed. The

past president shall serve as chair.

Conduct of Business:

A. The chair shall schedule and preside at meetings.

B. The committee shall meet as often as necessary to fulfill its charge. Meetings may be
held by telephone conference call, video conferencing, and/or in person.

Duties and Responsibilities:

A. Members of the conference site selection committee will:
1. Search for locations using any if the following:

a.  Solicit recommendations/suggestions for hosting sites from current member
of the Board of Directors (BOD), Leadership Team (I'T), and membership, as
well as partner organizations.

Invite proposals from recommended/suggested hosting sites.

c. Possibly use the services of a professional meetings procurement and site
selection company, such as HelmsBrisco.

2. Review submitted proposals and interview likely host site administrators (i.e.,
department head, school district personnel).

3. Select proposal(s) for board review and selection.

4. Periodically review its operating procedures to facilitate efficiency of operations
and effective outcomes and, when necessary, recommend changes to the BOD.

B. Committee chair will:

1. Provide a proposal form to administrators at the prospective site(s).

2. Schedule meetings as needed with committee members and potential site
personnel.

3. Prepare board reports and content for the Oz he Move newsletter.

4. Facilitate all communication between the committee and appropriate individuals at
the site(s) selected for recommendation.

5. Prepare and submit a motion to the BOD recommending the site(s) identified by
the committee.
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VIIL.

6. Send notification to the appropriate individuals once a site has been approved by
the BOD.
7. Repeat the process from the beginning once the immediate future site is selected.

Amendments:

Recommendations for revisions and/or amendments to these operating procedutes
must be submitted to the BOD for approval. Amendments may be initiated by the
EC, BOD, council, or committee. (Approved April 16, 2023)
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IV.

Continuing — Leadership Academy
OPERATING PROCEDURE

Name: Leadership Academy Committee (LAC)

Purpose:

The purpose of the LAC is to recommend initiatives to NDS Board of Directors (BOD)

that will advance leadership within the dance field. The LAC members are responsible for,

but are not limited to:

A. Researching current trends on leadership, and designing workshops that connects it to
dance education and related fields

B. Designing, implementing, and evaluating the NDS LA strategic plan

C. Proposing new projects, workshops, and programs

D. Serving as presenters and faculty for NDS LLA workshops

E. Developing a training program for NDS LA staff and other Academy program faculty
and mentors

F. Adhering to NDS LAC duties and procedures as outlined in the operating procedures

G. Assisting the executive director to secure funding for NDS LAC programs, staffing,
and promotion

Organization:

A. The LAC will consist of three NDS professionals who also are knowledgeable about
leadership theory and practice.

B. Appointment and Replacement Procedures:

1. The chair of the LAC shall be elected for a one-year term by the LAC members
and may be reappointed.

2. Members of the LAC shall be appointed by the President with the approval by the
BOD for three-year rotating terms so that one member is appointed annually. Any
member may be eligible for reappointment at the pleasure of the Board of
Directors.

3. In the event of death, resignation, or removal of a member of the LAC, an
appointment shall be made by the president of NDS to fill the unexpired term.

4. Resignation of a committee member shall be given by letter to the President of
NDS.

In the event of inefficiency or other just cause, a committee member may be
removed by the President of NDS upon the recommendation of a majority of the
BOD.

Conduct of Business at Meetings:

A. The LAC shall meet as needed.

B. Two members present shall constitute a quorum for the conduct of business.

C. No proxies for members of the committee will be allowed.
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VIIL.

VIIL.

D. A record of the meeting proceedings and outcomes shall be maintained by the Chair
and distributed to committee members and shared with the BOD as requested.

Duties:

A. The chair will:
1.
2.

NV AW

Call, plan, and preside at the Committee meetings.

Receive and refer to the LAC any relevant items submitted for consideration from
the EC and BOD.

Consult with the ED to learn current budget allocations.

Prepare meetings and submit reports as requested.

Share pertinent correspondence with committee members and others as needed.
Represent the LAC at meetings as requested.

Maintain a file of committee business to forward to the successor.

B. Each LAC member shall:
1.

ARl

Research current trends on leadership and help to design workshops that will
connect leadership skills and characteristics to dance education and related.
Design, implement, and evaluate the NDS LA strategic plan.

Propose new projects, workshops, and programs.

Serve as a presenter for LA workshops.

Work with other committee members to develop training programs for candidates,
mentors, and other LA program faculty.

Finance:

A. The LAC may submit to the finance committee chair a line-item budget request for the

following fiscal year by the Finance Committee’s due date. A statement of justification

shall accompany each line item.

B. Budget line items proposed shall be consistent with current fiscal policies of NDS.

Amendment:

Recommendations for revisions and/or amendments to these operating procedutres must
be submitted to the BOD for approval. Amendments may be initiated by the Executive
Committee, BOD, a council, or committee. (Approved March 19, 2017, April 16, 2023)
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IV.

Continuing — Marketing and Promotion
OPERATING PROCEDURE

Name: Marketing and Promotion Committee

Purpose:

To design and share promotional materials that will support and advance the mission of
the National Dance Society (NDS).

Organization:

A.

B.

C.

D.

The committee shall be a continuing committee.

The committee shall consist of a chair and members interested in marketing and
recruitment appointed by the president for a three-year term. Members may be
reappointed.

Sub-committees may be appointed as needed: e.g., flyer design, membership
renewals campaign, and social media.

A quorum shall consist of a majority of the committee membership.

Conduct of Business:

A.

B.

C.

D.

The committee shall develop a plan of action.

The committee shall present information or its recommendations to the board of
directors (BOD) for informational purposes or action as needed.

The committee shall develop a proposed budget in conjunction with the finance
committee (FC).

The committee shall meet as needed to implement its plan of action.

VI Duties and Responsibilities:

VIL

A.

B.

Duties of the committee:

1. Act on requests from the president, on behalf of councils and committees related
to specific projects/programs.

2. Submit committee developed materials to the executive committee (EC) and BOD
for approval.

3. Recommend publicity guidelines to the BOD — as necessary.

Duties of the committee chair:

1. Schedule and preside over all committee meetings. Prepare an agenda for each
meeting.

2. Submit committee report to BOD as requested.

3. Send operating procedures (OP) revisions to the parliamentarian in these
procedures that need updated and included in the monthly and annual report.

Amendments:

Recommendations for revisions and/or amendments to these operating procedures must
be submitted to the BOD for approval. Amendments may be initiated by the Executive
Committee, BOD, a council, or committee. (Approved: April 16, 2023)
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VL

VIL

President’s Advisory
OPERATING PROCEDURE

Name: President’s Advisory Committee

Purpose:

The NDS President’s Advisory Committee (PAC) will serve as a sounding board and offer

recommendations to the president when planning or making decisions for the organization.

Organization:

A. The President’s Advisory Committee (PAC) shall consist of a chair and members with
visionary ideas to propel the organization forward into the future.

B. The PAC shall be an open, revolving committee at the discretion of the President.

Conduct of Business:

A. The PAC shall support an infusion of creative ideas.

B. The PAC shall present information or recommendations to the Board of Directors
(BOD) as requested by the President.

C. The PAC shall meet as needed.

D. Appointment and Replacement Procedures — Resignation of a PAC chair shall be
given in writing to the President of the organization. In the event of inefficiency or
other just cause, a PAC chair or member may be removed by the President upon the
recommendation of the PAC members. If the chair resigns or is removed, a new chair
is appointed by the President.

Duties and Responsibilities:

A. The PAC will act to support and serve the President in an advisory or consultant

capacity.

B. The PAC may suggest the formation of a strategic plan committee, recommend areas
that may need further development, and brainstorm signature programs that give NDS
a unique distinction on which to build membership and visibility.

C. The PAC may periodically review its operating procedures to facilitate efficiency of
operations and effective outcomes for programs and projects and, when necessatry,
recommend changes to the BOD.

Amendments:

Recommendations for revisions and/or amendments to these operating procedures must
be submitted to the Board of Directors for approval. Amendments may be initiated by the
Executive Committee, Board of Directors, or the President’s Advisory Committee.
(Approved April 16,2023)
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Publications

Approved:
October 18, 2015
December 18, 2016
April 19, 2020
July 11, 2021
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I11.

IV.

Newsletter — On the Move
OPERATING PROCEDURE

Name: On the Move Newsletter

Purpose:

The publication will:

A. Share information in a timely fashion to members and partner members about timely
news items from across the country, for example, due dates for officer nominations,
honor society fees, award nominations, journal articles submissions, conference
proposals, and concert presentations.

B. Disseminate information to create linkages among the NDS leadership and partner
organizations.

C. Provide members a venue to share information about their programs with others.

Organization:

A. The president will appoint the On #he Move editor-in-chief for a three-year term in
consultation with the NDS executive committee and the publications council chair.
There is potential for reappointment to another term.

B. The president, in consultation with the O he Move editor-in-chief, publications council
chair, and the executive director, will appoint other positions as necessary to produce a
newsletter, for example:

1. Associate editor to assist the editor-in-chief as requested; generally, serves as the
second in command.

2. Acquisitions editor(s) to acquire content for the newsletter articles such a feature
articles; on-going sections such as news from the states, communities, or schools;
announcements and special event; or announcements or advertisements.

3. Assistant editor that helps the editor-in-chief with any technical or clerical chores
needed (could be a professional or student).

C. The On the Move editor may select other volunteers as necessary to produce the
newsletter, in consultation with the president, executive director, and
publications council chair.

Conduct of Business:

A. The On the Move editors will attends board meetings and organization
functions to understand views of the membership and determine what may be
newsworthy to share with the membership and potential members.

B. The On the Move editors will publish three (3) issues per year. The due date
deadlines for receiving information for the publication is generally 30 days
prior to the publication date.

O

Submit articles in a Word document.
D. Submit images as a JPG, TIF, or PNG file.
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Issue Submission Due Dates Publication Dates
Fall August 18 September 18

Winter January 15 February 15

Spring April 19 May 19

. The editor-in-chief shall submit a draft formatted newsletter to the

publications council chair, executive director, and president for review in case

other information may be relevant for the final document.

. The editor-in-chief shall submit a final formatted newsletter to the Web

manager to upload to the Website.

. The executive director, Web manager, and the marketing committee will

disseminate the newsletter link to relevant, targeted populations.

. Potential ongoing topics for each issue possibly include, but is not limited to:
1. Fall Issue:

a.

b.

d.

a feature spotlight article

calls for: conference proposals, exhibitors/sponsors, journal articles,
awards, officer nominations, etc.

news from the field (or NDS councils or committees) can be a paragraph
or two or a Web link

special events information may be submitted as a Word document, PDF,
or Web link

2. Winter Issue:

a.

b.

d.

a feature spotlight article

tentative conference program (general session speakers, logistics,
registration form, hotel information, candidates for office (photos & write-
ups), award recipients to be honored, etc.

news from the field (or NDS councils or committees) can be a paragraph
or two or a Web link

special events information may be submitted as a Word document, PDF,
or Web link

3. Spring Issue:

a. a feature spotlight article

b. stories from the annual conference (highlights of sessions), election
results, other new leadership awards highlights, save the date
announcement for the next conference, etc.

c. news from the field (or NDS councils or committees) can be a
paragraph or two or a Web link

d. special events information may be submitted as a Word document,
PDF, or Web link
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e. early call for award nominations, conference proposals

VI. Amendments:
Recommendations for revisions and/or amendments to the Oz the Move newsletter
operating procedure shall be submitted to the board of directors for review and
approval. Amendments may be initiated by the newsletter editors, board of directors, a
substructure of the organization, or by any voting member of NDS. Final approval of
changes in the operating procedures shall be made by the board of directors. (Approved
December 18, 2016)
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IV.

NDS Journal
OPERATING PROCEDURE

Name: National Dance Society Journal (NDS Journal)

Purpose:

A. A primary, official publication of the organization will be the NDS Journal.

B. The journal shall disseminate information about quality research and pedagogical
practices to ensure quality dance for practitioners and researchers across the country.

Organization of Journal Staff:

A. The NDS Journal Editor-in-Chief (EIC) will be appointed by the president, in
consultation with the executive committee, for a 3-year term subject to annual
review by the NDS executive committee.

B. The EIC will participate on the NDS Board of Directors and Leadership Team
conference calls. The EIC will report to the board on a regular basis as to the
status of the process.

C. EIC will work with the president, executive director, associate editor, members of the
Editorial Review Board (ERB), and other volunteer staff to produce the journal.

D. The EIC selects and assigns at least two reviewers per initially accepted article by
matching their expertise with the article’s content. Reviewers are preferably NDS
members, but can be an external content specialist, when necessary. (The scholar
manuscript is reviewed by the EIC, association editor, publications council chair, and
subject matter expert as needed).

E. An ERB is composed of selected manuscript reviewers.

F. The EIC confers with the associate editor to make joint decisions regarding any
rejections and the initial acceptance of submitted articles.

G. Publications council chair will work, as needed, with the EIC to assist in the
publication of the journal.

Duties:

A. NDS Journal Editor-in-Chief’s duties and responsibilities include — but are not
limited to — the following:

1. Have a minimum of an undergraduate degree in a dance-related area with
additional expertise in one of the following: editing, writing, research, or
publishing.

2. Have a working knowledge of the guidelines found in the Publication
Manual of the American Psychological Association (most recent edition).

3. Serve as the leader of the NDS Editorial Review Board and submit written reports
and updates to the NDS Board and Leadership Team when requested.

4. Prepare and update the following materials: Author Guidelines for
submitting manuscripts, Manuscript Review Flow Process, and Reviewer
Guidelines.
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10.

11.

12.

13.

14.

Initially review submissions, external reviews, and author revisions, and provide
appropriate feedback, as necessary, to maintain high academic standards.

In the case that the manuscript content or focus is inappropriate for NDS Journal,
the Editor-in-Chief confers with the Associate Editor to make joint decisions
regarding any rejections, and contacts the author(s) directly with a rejection notice,
or with guidelines for the author to revise and re-submit.

Correspond with authors, reviewers, and publication staff to maintain

schedule.

Ensure the double-blinded review process.

Submit manuscripts to at least two reviewers expert in the specific area who can be
objective and do not have conflicts of interest. (The scholar manuscript is
reviewed by the EIC, association editor, publications council chair, and subject
matter expert as needed).

Maintain confidentiality and objectivity regarding manuscripts and the

review process.

Set and manage the timeline from submission to print release.

Prepare the table of contents, compile the author-approved manuscripts, secure
any missing content, and overview for copyediting consistency, prior to sending to
the publisher.

Proof and approve the page layout, in consultation with the NDS executive
director, president, associate editor, and publications council chair.
Work directly with the professional editor(s) and journal printer throughout the
production stages.

B. NDJJ Editorial Review Board members participate in the evaluation of the
quality and effectiveness of NDJS] to help maintain high standards. The
NDS] Editorial Board members’ responsibilities include but are not limited

to the following:

1.
2.

Complete requested reviews in a timely manner.

Provide respectful and constructive reviews for authors that avoid
hurtful language and contribute in providing high quality papers.
Demonstrate confidentiality and objectivity regarding the manuscripts
and the review process.

VII.  Conduct of Business: Manuscript Review Flow Process

A. Editorial Stages for Submitted Manuscripts:

1.

Initial Editor-in-Chief screening and review (confers decisions with

the associate editor):

a.  Within editorial scope of a scholarly journal

b. Word/Page limits (manusctipts, scholar manusctipts and NDS inserts)
c. General style and format, including headings

d. Potential for new contribution

Provide feedback to author:
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a. Acknowledge submission received (within two weeks)
b. Acknowledge submission initially accepted, assign a Review Number and
assigned reviewer as soon as possible so that the review process can begin
c. Asappropriate, request a revision of submitted manuscript, e.g., to be within
desired length, etc.
d. Reject from further consideration, e.g., if not appropriate with mission, etc.
3. Solicit and assign reviewers to evaluate content:
a. Subject-matter accuracies and applications
b. Methodologic procedures and assumptions
c. Practitioner applications, tips and/or recommendations
4. Evaluate reviewer’s feedback, provide feedback to author via
editor-in-chief’s summary of reviewers’ comments
5. Authors revise & submit revised manuscript:
a. Review revised draft of manuscript (and send the draft to the
associate editor for review)
b. Accept revised manuscript
c. Request a second revision
d. Reject from further consideration
6. Second Editor-in-Chief screening and review, as appropriate:
a. Review second revised manuscript (and send the second
revised manuscript to the associate editor for review)
Obtain feedback from original reviewers, as necessary
c. Request additional information and/or revisions (Repeat
process for third or more revision passes as appropriate)
d. Accept revised manuscript and move to the next step in the
process
e. Reject from further consideration
B. Pre-Production Editorial Follow up for Received and Accepted Manuscript Revisions:
1. EIC informs authors that their revised manuscript is received
(and sends revised manuscript to associate editor for review).
2. EIC and associate editor review and approve accepted manuscript revision to
verify:
a. All text citations are included in the references
b. All references have complete information
c. APA style is used for citations and references
d. Consistent and appropriate use of grammar and punctuations
3. EIC requests lead authors to provide the following:
a. Any missing or incomplete or inaccurate information,
including checking web links

85

& Table of

Contents



b. Author must obtain and provide all necessary Permissions

for reproduced figures, photographs, or other copyrighted
work, including credit lines, prior publication

c. Authors must provide camera-ready artwork, as appropriate

d. Authors refine and adjust their accepted manuscript, as
requested, and all authors must approve their content as
the Final Version of the Manuscript before returning it
(Remind authors that no major content changes are to be
made after this pass)

4. EIC prepares the master files for the publisher, to include the following:

a.  Front Cover: The journal cover shall maintain its consistent design, unless
otherwise approved by the Executive Committee and the publisher.
Excluding the NDS logo, only text will be used on the cover.

b. Inside of Front Cover: Volume, No., ISSN (print) and ISSN (online);
Indexing Companies; EIC and Associate Editor’s names.

c.  Prepares the table of contents.

d. Introduction: includes two messages, one message
prepared by the president, and one prepared by the EIC.

e. Articles:

1. The NDS scholar article shall be first
2. Other articles follow:

f. Features:

1. Appropriate inserts (for example: book reviews, NDS News, NDS
Conference announcements) may be included (always placed after the
articles).

Inside Back Cover: Potential ad, appropriate NDS/’s mission.

Back Cover: NDS Journallogo, publishet’s logo, location, editorial staff,
and copyright year/NDS website.

C. Production Stages for Accepted Manuscripts:

2. Current National Dance Society award recipients.

3. Promotional material for Delta Eta Pi Honor Society.
4. Author Guidelines

5. Credits.

6. Advertisements

g.

h.

1. Author-and-Editor — Approved manuscript is sent to the commercial/outside
editors for light copyediting, and checking for consistency of grammar,
punctuation, and APA Style

2. Author-and-Editor — Approved manuscript is routed for design, layout, proofing,
and printing

3. Send a transfer of copyright form to the author to sign and return to executive
director (officially acknowledging that NDS holds the copyright for the NDS
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Journal while the author may use their own
material with proper credit)
4. Authors proofs layout of their article, and the entire layout is proofed by the EIC,
associate editor, NDS executive director, president, and publications council chair
5. Any inaccuracies, missing elements, or minor changes are sent to the publisher,
then proofed again by the EIC and associate editor for a second time
6. Marketing and publication

®

Target specific release date

b. Web announcement/posting release date

c. Facebook announcement/posting release date

d. Final print copies ready for distribution/publication consult with ED)

VIII. Finance:

IX.

A. The budget for the NDS Journal is approved annually by the
NDS board of directors.

B. All questions dealing with financial matters are addressed to the
executive director.

C. Expenses are billed through the executive director.

Amendments:

Recommendations for revisions and/or amendments to these procedures must be
submitted to the board of directors for approval. Amendments may be initiated by the
NDS]J editor-in-chief, board of directors, councils, committees, or the membership.
(Approved October 18, 2015; Amended April 19, 2020, July 11, 2021)
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ADDENDUM A
AUTHOR GUIDELINES

The following information is intended to assist the author(s) in preparation of the manuscript.
Questions should be directed to the editor-in-chief at (put correct email address here).

1. Manuscript Type
The National Dance Society Journal (NDS]J) is a peer-reviewed journal that publishes
original papers, reviews, applied research, and invited target articles. Manuscripts are
accepted from National Dance Society (NDS) members, as well as partner
organization members or co-authors provided that at least one co-author is an NDS

member.
2. Style

a. In preparing manuscripts for publication in NDSJ, authors must closely follow the
Publication Manual of the American Psychological Association (current edition) for formats
of numbers and measurement units, and all other style matters, including
capitalization, punctuation, references, and citations (also see www.apastyle.org) .

b. Weriting should be concise and direct. Communicate ideas using a “how-to”
approach. Avoid unnecessary jargon and abbreviations, but use an acronym or
abbreviation if the spelled-out version of a term is cumbersome. Avoid
abbreviations in the title.

c. Generally, manuscripts, including the manuscript from the NDS scholar, average

between 15 and 20 double-spaced pages (limited exceptions may be approved).

3. Submission

a.

Authors should submit manuscripts electronically as a Microsoft Word or rich text
(*.rtf) format and/or send inquiries to the EIC: (place cutrent NDS]J editot’s email
address here). All submissions will be acknowledged and assigned a review number
within 2 weeks.

Do not submit a .pdf file. Graphics should be submitted in .tiff or .jpg formats only.
Before submitting, authors should complete the Manuscript Submission Checklist
(see below). Authors may be asked to provide photo-ready graphics and/or hard
copy of the text. Authors are responsible for confirming the accuracy of the final
copy, particularly the accuracy of references, and to retain a duplicate copy to guard
against loss. Final review of the pre-published text is the responsibility of the
authors.

4. Manuscript Review

a.

b.

All manuscripts are evaluated via masked review and are peer reviewed by at least 2
reviewers based on initial editor-in-chief screening and review.

Each submission will be given feedback and, once accepted for publication, guided
throughout the process.

Manuscripts may not be submitted to another journal at the same time. Authors of
manuscripts accepted for publication must confirm copyright.
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5. Cover Letter
Authors should include a separate cover letter that lists (1) the title of the manuscript,
(2) the date of submission, (3) the full names of all the authors, their institutional or
corporate affiliations, their e-mail addresses, telephone numbers and/or fax numbers
of the corresponding authors, and (4) a statement that the manuscript has not been
previously published (except in abstract form), is not presently under consideration by
another journal, and will not be submitted to another journal before a final editorial
decision from NDS]J is rendered, and (5) the preferred address for correspondence.
6. Title Page
a. 'The manuscript must include a title page that provides the full title (no more than
12 words), a brief running head, 3 to 5 key words not used in the title of the
manuscript, abstract word count, manuscript word count (inclusive of all pages
except the abstract and the title page), and date of manuscript submission.
Do not include anthor names on the title page.
c. After the separate cover letter, the order of submission must be (1) title page, (2)
Abstract, (3) Text, (4) Acknowledgments and/or Funding source, (5) References,
(6) Tables, as appropriate, (7) Figure captions, (8) Figures/Graphics/Photographs
7. Text

a. The entire manuscript must be double-spaced, including the abstract, heads, text,
references, and tables.

b. Use a Times New Roman font and 12-point type with a minimum of one-inch
margins. In Work, select Layout view then click number lines to add line numbers
in the left margins. Align the text to the left margin. Align the text to the left
margins, leaving a “ragged” right margin. Indent the first line of every paragraph.

c. Center and boldface major heads with upper-lower case. Place subheads flush left
and boldface with upper-lower case. If a third level head is needed, indent, boldface,
initial cap first word then lower case as a paragraph heading ending with a period.

d. A brief running head is to be included on the upper right corner of each page, and
page numbers must appear on the bottom right corner of each page.

8. References
All material cited in text should be in the reference list. For formatting reference lists,
follow the guidelines found in the Publication Mannal of the American Psychological
Association (current edition), for example:

Journal and magazine articles. Author, X., & Author, Y. (Year). Title of article.

Journal Name 1 olume, Number), XXX-XXX.

Books. Author, X., & Author, Y. (Year). Title of Book. City, State Abbreviation:
Publisher.
Book chapters. Author, Z. (Year). Title of chapter. In Title of book, ed. X. Author,
XX-XX. City: Publisher.
In text. Cite the Author, publication date in parentheses, e.g., (Jones, 2013)

9. Figures and Photos

a. If figures are included, each figure must be numbered in consecutive numerical
order.
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A figure should have a caption that is brief and self-explanatory, and that defines all
nonstandard abbreviations used in the figure.

Captions must be listed separately, on a page by themselves; however, each figure
must be clearly identified (numbered), preferably as part of its filename.

Artwork should be professional in appearance and have clean, crisp lines. Hand
drawing and hand lettering are not acceptable.

Figures may use color. Shades of gray do not reproduce well and should not be
used in charts and figures. Instead, stripe patterns, stippling, or solids (black or
white) are good choices for shading. Line art should be saved at a resolution of 600
dots per inch (dpi) in JPEG or TIFF format.

Photographic images can be submitted if they are saved in JPEG or TIFF format at
a resolution of 300 dpi. Any figures or photos from a source not original to the
author must be accompanied by a statement from the copyright holder giving the
author permission to publish it, and the source and copyright holder must be
credited in the manuscript.

10. Tables

a.

b.

C.

When tabular material is necessary, it should not duplicate the text. Tables must be
formatted using Microsoft Word’s table-building functions. Do #o# use spaces or
tabs in your tables as it creates problems when the table is typeset and may result in
errors as shifting of columns may occur.

Tables should be single-spaced on separate pages and include their brief titles.
Explanatory notes are to be presented in footnotes, below the table.

The size and complexity of a table should be determined with consideration for its
legibility and ability to fit the printed page.

11. Manusctipt Submission Summary/Checklist
Before submitting a first or revised manuscript, the following criteria must be met:

TR ER me ap g

All sections are double-spaced with Times New Roman font and 12-point type
Line numbers appear in left margin

Page numbers appear in bottom right corner

Brief running head appears in upper right corner

Wording of title contains 12 or fewer words

Title page does 7ot include author names or affiliations

Title page lists three to five key words not used in the title of the manuscript
Title page lists the abstract’s total word count

Abstract contains no more than 250 words

Fewer than 5 tables/figures/photos, as approptiate

References are formatted according to guidelines found in the Publication Manual of
the American Psychological Association (cutrent edition).
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ADDENDUM B
POTENTIAL NDS JOURNAL SECTIONS AND CORRESPONDING
RELATIONSHIP TO ORGANIZATIONAL PURPOSES

Professional Development Opportunities [NDS Mission # 3, 7]

*Encourage professional involvement in dance education recognizing excellence,
workshops, training programs, and other opportunities

Advocacy Initiative [NDS Mission # 1, 4]

*Value of dance in education and health promotion across lifespan

Best Practices Dance for All [NDS Mission # 2, 0]

*Feature programs, unique approaches, success stories systematically categorized by
Ages [from school ages to adults], Abilities [specialty classes], and Interests [across
dance forms and styles and reasons for dancing]

Dance Science, Research, Writing, and Evaluation [NDS Mission # 5]

*Applied examples of dance kinesiology, anatomy, technology, research, research
processes, writing for journal, critiques, articles, grant funding, and evaluation for
student success, etc.
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LEADERSHIP ACADEMY GUIDANCE DOCUMENTS

Results of the electronic vote on the following Leadership Academy files were reported during
the Board of Directors Meeting on March 19, 2017.

Vote of approval for the NDS Leadership Academy Fellows pin design (see below) was
approved at the Board of Directors meeting on June 26, 2019.

ACTUAL SIZE
11/4” TALL x 7/8” WIDE
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National Dance Society
Leadership Academy Description

VISION STATEMENT

The NDS Leadership Academy (NDS LA) envisions a dance community where professionals
have the capacity to advance dance as a fine art, a basis for a well lifestyle, a support for
academic success, and a forum for respecting a multicultural society, at any level chosen
(community, state, national, or international).

MISSION STATEMENT

NDS LA aims to enhance leadership skills and management practices, apply and promote the
use of effective strategies for program development, and promote scholarship among current
and emerging leaders in dance.

PURPOSE

Through NDS LA, the National Dance Society hopes to strengthen the quality and
contributions of the field of dance to the education community and to society. The success of
this effort is dependent upon the quality and contributions of its leadership. Leadership is
often regarded as the single most critical factor in the success or failure of an institution (Bass,
1990) or an initiative.

NDS LA acknowledges the need for educating existing and emerging leaders and providing
them with effective tools to develop initiatives that promote dance in all aspects of community
life, recognizing the importance of creative, healthy, and physically active lifestyles.

By engaging people in solution-secking, NDS LA empowers participants to provide the
leadership needed to address issues, challenges, and opportunities at the local, state, national
and/or international levels.

LEADERSHIP AND MANAGEMENT

A Leadership Academy Committee (LAC) is appointed by the NDS president with approval
by the Board of Directors, will oversee the development and implementation of the leadership
academy. The LAC consists of three NDS professionals (a chair and two members) that also
are knowledgeable in leadership theory and practice.

Leadership Academy Committee

The purpose of the LAC is to make recommendations to the NDS Board of Directors
regarding initiatives that will advance leadership within the dance field. The LAC members are
responsible for, but are not limited to:
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Researching current trends on leadership, and designing workshops that connects it to
dance education and related fields

Designing, implementing, and evaluating the NDS LA strategic plan, including action steps
Proposing new projects, workshops, and programs

Serving as presenters or faculty for NDS LA programs

Developing a training program for NDS LA staff and other Academy program faculty and

mentors
Adhering to NDS LA duties and procedures as outlined in the LAC operating procedures

Assisting the NDS LA staff coordinator in securing funding for NDS LA programs,
staffing, and promotion
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FELLOWS PROGRAM

The Leadership Development Council’s Fellows Program, a part of the Leadership Academy,
will provide comprehensive study of dance leadership in the areas of management,
organizational systems, program promotion and advocacy, and scholarly and creative
endeavors. This self-supporting program is financed by a tuition which is determined annually
by the Advisory Committee, with approval by the NDS Leadership Team. The tuition shall be
$1,000 for the first cohort.

The NDS LA Fellows Program is open to applicants from a cross section of professionals,
including but not limited to the following areas:

e Pre-K-12 public and private schools

e Higher education

e Private studios

e Dance companies

e Community-based programs (for example, parks and recreation and organizations that

target special populations like senior citizens, cultural groups, sacred/spiritual dance
troupes, or dance therapists)

e Dance and arts-related organizations and agencies

From an application process, candidates will be selected by the Advisory Committee to
participate in an 18-month program of study, which includes face-to-face, conference calls,
and other distance learning instructional sessions. Applicants may apply under the individual
or team member category. Candidates will be selected from the following criteria. Each
should:

e be recognized as a dance professional, other teacher of dance, or arts professional.

e have a basic knowledge of the field of dance including experience in one or more of the
following ateas: education, performance, production, and/or administration.

e demonstrate leadership abilities, including facilitation, organization, advocacy, managing
multiple projects, and/ot team building.

e demonstrate high interest and commitment to continue in a leadership role within the
school, community, state, district, nation, or internationally.

Candidates will be assigned mentors to assist and guide course work and individualized
projects. The NDS LA Advisory Committee will seek mentors who will be a good match from
the NDS membership for the specific project selected by each candidate.
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LA FELLOWS PROGRAM OUTCOMES

Through individual workshops and intensive training programs, the NDS LA contributes to a

deep understanding of dance education and its benefits within various cultures in society; an

understanding of the benefits of dance in personal development (cognitively, physically,
socially, and mentally); and helping professionals work with their colleagues, students, or
clients to achieve at their highest potential.

More specifically, NDS LA will help participants enhance personal and professional leadership
competencies to:

1.

Expand personal knowledge, skills, characteristics, and practices for effective leadership
within the dance field.

e Practice and apply leadership theories
e Develop or increase a professional library

Build or strengthen organizational capacity within an educational institution or community
dance program.

e C(Create a project or organizational plan for success.

e Create alliances, coalitions, and partnerships to support dance in local, state, national
and/or international communities.

Develop or strengthen strategies for promoting dance programming.

e Implement advocacy initiatives/tools.

e Develop and implement a specialized marketing plan.

e Promote dance licensure and certification.

Strengthen scholarship and creative writing within the dance field.

e Apply writing or multimedia techniques for individualized areas of interest.

e Incorporate multimedia techniques. (Approved March 19, 2017)
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National Dance Society
Leadership Academy (NDS LA)

Fellows Content Areas (Tentative per Cohort)

1. Develop personal knowledge, skills, characteristics, and practices for effective
leadership within the dance field.

Content Areas:

e Leadership Theories (e.g., Facilitative Leadership, Human Relations, Power and
Influence, Social Cognitive, Administrative Principles, Bureaucracy, Steward,
Change, Cultural)

e Theory Application to Practice

e Recognizing self-efficacy and leadership talents
2. Build or strengthen organizational capacity for educational institution or community
dance programs.

Content Areas:

e Management Skills (group facilitation, rules, regulations, procedures, and policies)
e Organizational Procedures and Management

e Strategic Thinking and Planning

e Project/Program Planning

e Personnel Management

e Budget and Fiscal Management

e Alliance, Coalition, Partnership Building

e Conflict and Resolution (dealing with challenging people)

e Assessment and Evaluation

e Valuing Success

e Professional Development and Training
3. Develop or strengthen strategies for promoting dance programming.

Content Areas:

e Advocacy

e Marketing and Promotion
e Public Relations

e Public Speaking
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Strengthen scholarship and creative writing within the dance field.

Content Areas:

e Scholatly, technical, and creative writing
e Publishing
e Research

e Technology Use

Leading in a Not-for-Profit organization

Roberts Rules of Order

Conducting a meeting

Understanding Non-Profit

Designing an agenda

State code

Relevant Federal Laws

Governing Documents (Bylaws, Operating Codes/Procedures, etc.)

Guidelines for organizing a workshop, conference, or other events

(Approved March 19, 2017)
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National Dance Society
Leadership Academy

SAMPLE/MODEL CONTACT HOURS

The Leadership Academy will commence at the annual conference of the NDS and continue
for eighteen months. The mandatory contact hours are identified below, while other contact
hours will occur on an individual basis. Even though the academy is an 18- month
commitment, the graduation ceremony will occur at the next annual conference. However, at
the completion of the 18-month period, successful candidates will become Fellows of the
National Dance Society.

I. In-person sessions (This description will need to be flexible to meet the learning
needs of the Candidates.)

e Session 1 — 2 days 8 hours (4 hrs/day)
o Pre-conference
o 4pm to 6pm
o 7:30pm to 9:30pm
o Post-conference
o 8am-noon

e Session 2 — 2 days 8 hours (4 hrs/day)
o Pre-conference
O 4pm to 6pm
o 7:30pm to 9:30pm
o Post-conference
o 8am-noon

TOTAL FTF = 16 hours

II. Conference Calls/Zoom Sessions

e O conference Zoom sessions x 2 hour = 18 hours

TOTAL Conference Z.oom Sessions = 18 houts

*During the last  sessions, candidates will present the

project results  and completed qualitative and quantitative assessments of their learning
program. The call will be open to all members.

‘ TOTAL Contact Hours = 34 hours

(Approved March 19, 2017)

99

& Table of

Contents



National Dance Society
Leadership Academy
SAMPLE/MODEL APPLICATION FORM

Please complete the application and submit it to: Fran Anthony Meyer, Executive
Ditector, National Dance Society, fameyerdance(@aol.com. Completed application is due by
Month Day, Year.

I. General Information (Place an asterisk by the preferred contact address.)

Name:

Work/School Address:

Educational Institution/Otganization/Company: (if applicable)

Street/PO Box:

City, State, ZIP

Work Phone: ( ) - Work E-mail:
Permanent/Home Address:

Street/PO Box:

City, State, ZIP

Home Phone: ( ) - Cell Phone ( ) -

Home E-mail:

I1. Professional Preparation — Undergraduate and Graduate
Undergraduate: Institution Name:

City, State:

Year completed: Degtees/Credits Earned:
Major(s):

Graduate: Institution Name:

City, State:

Year completed: Degtees/Credits Earned:
Major(s):

Additional Studies: Institution Name:

City, State:

Year completed: Degtees/Credits/Certtificates Earned:
Major(s):
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I11. Professional Responsibilities
Current Responsibilities (if applicable):
Job Responsibility/Title

Populations worked with during professional years: (Mark all that apply)

_ PreeKto12 __ Higher Education __ Dance Studio ___ Dance Company
__ Community-based dance/art programs _ Other Adults

Number of years working in dance or related fields

101

& Table of

Contents



Complete the following items.
IV. List your past and current experiences in leadership positions within professional,

dance/arts, or volunteer organizations (e.g., committee member, board member,
project coordinator, administrative team, or elected/appointed offices).

V. Briefly describe your personal leadership style, and provide your definition of
“leadership” (up to 100 words).

VI. Briefly describe why you want to be selected as a candidate for the National Dance
Society’s Leadership Academy. Explain the influence you expect the training to
have on you and your professional goals. Explain how you think the training will
promote dance/arts programming in your organization/community (up to 250

words).

102

‘@ Table of
® Contents



VII. List items, topics, or issues you want to see, hear, or learn about in a leadership
development program. (Put this item in an advanced leadership application.)

(Take this survey out of the application process. Use it with candidates after they have
been selected for the program.) Please underline (or highlight) the number on a 6-point
rating scale that best describes your desire to advance your knowledge, skills, or practices. The
number 6 is highest rating (Interested), and number 1 is lowest rating (Not Interested). Please
comment where you believe it is important. Your rating is confidential and will be reviewed
only by the core Leadership Academy faculty for the purpose of planning the overall learning
experiences and for personalizing your specific leadership development. It is important that
you are candid in your rating.

Team member skills

Interested Not Interested
6 5 4 3 2 1 NA
Comment:

B. Team building skills

Interested Not Interested
6 5 4 3 2 1 NA
Comment:

C. Leadership skills

Interested Not Interested
6 5 4 3 2 1 NA
Comment:

D. Multi-tasking skills

Interested Not Interested
6 5 4 3 2 1 NA
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Comment:

E. Oral communication skills

Interested Not Interested
6 5 4 3 2 1 NA
Comment:

F. Written communication skills

Interested Not Interested
6 5 4 3 2 1 NA
Comment:

G. Interpersonal communication skills (understanding others)

Interested Not Interested
6 5 4 3 2 1 NA
Comment:

H. Conflict and resolution professional growth and education

Interested Not Interested
6 5 4 3 2 1 NA
Comment:

I. Organizational Skills

Interested Not Interested
6 5 4 3 2 1 NA
Comment:
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J.  Strategic thinking and future planning

Interested Not Interested
6 5 4 3 2 1 NA
Comment:

K. Gaining respect of colleagues (people you work with on a regular or consistent

basis)
Interested Not Interested
6 5 4 3 2 1 NA
Comment:

L. Professional growth and development/education

Interested Not Interested
6 5 4 3 2 1 NA
Comment:

M. Advocacy skills and practice

Interested Not Interested
6 5 4 3 2 1 NA
Comment:

N. Leadership theories

Interested Not Interested
6 5 4 3 2 1 NA
Comment:
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O. Theory into practice

Interested Not Interested
6 5 4 3 2 1 NA
Comment:

P. Use of humot

Interested Not Interested
6 5 4 3 2 1 NA
Comment:

Q. Other items or topics
Interested Not Interested
6 5 4 3 2 1 NA

Comment: (If items are not mentioned above, it is important to state it here.)

VIII. List professional awards, honors, or recognitions.

PLEASE NOTE:
By signing this application, you agree to complete the 18-month commitment to the National
Dance Society Leadership Academy.

Signature Date

Thank you!
(Approved March 19, 2017)
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National Dance Society
Leadership Academy

CRITERIA FOR SELECTION

The following criteria will be used to select candidates for training to become National Dance

Society Leadership Academy Fellows.

Criteria for determining eligibility for nomination include the following measures.

An Academy applicant should:

e Be recognized as a dance professional, other teacher of dance, or arts professional;

e Have a basic knowledge of the field of dance including experience in one or more of the
following ateas: education, performance, production, and/or administration.

e Be committed to participating in the full leadership program and implementing a dance
initiative (project) as part of the Academy training.

e Demonstrate leadership abilities, including facilitation, organization, advocacy, managing
multiple projects, and team building.

e Demonstrate high interest and commitment to continue in a leadership role within the
school, community, state, national, or international community

National Dance Society’s Leadership Academy applicants must submit:

e Individual Application Form

e Two Letters of Reference attached to the application

Institutions or organizations supporting an individual’s application may*:

e Assist the candidate in completing thel8-month professional program of the National
Dance Society’s Leadership Academy.

e Support the individual’s implementation of the Academy project initiative.

*Institutions may choose to provide partial financial support (of the $1,000 tuition) for their

candidate(s) to participate in the program (e.g., travel funds to workshops and training

sessions, tuition fees, leadership book purchases, or resources to support the candidate’s
Academy project, if needed). (Approved March 19, 2017)
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Marketing Overview

( natienal

508461 ETY ®

ENERGIZE YOUR DANCE LEADERSHIP
SAMPLE PROMOTIONAL MATERIAL
Become the Best that You Can Be

National Dance Society (NDS) Leadership Academy

Applications for the Leadership Academy’s Fellows Program may be obtained by contacting
the NDS office at: info@nationaldancesociety.org or fameyerdance@aol.com. The due date
for completion of the application is (wonth, day, year). You also may call the NDS office with
questions regarding the Leadership Academy or the Fellows Program (540-641-1071).

Overview:

One of NDS’s seven purposes is to promote personal leadership skills and strategies that can
strengthen dance education within the schools, community, state, and nation. In 2017, NDS
will launch an 18-month in-depth leadership academy to help individuals strengthen leadership
skills and management practices, know strategies for applying effective methods in program
development, and identify ways to promote personal leadership and scholarship. The
Leadership Academy will help professionals enhance their capacities to advance dance as a fine
art, a basis for a well lifestyle, a support for academic success, and a forum for respecting a
multicultural society. Individuals accepted into the program become leadership candidates and
those who successfully complete the program shall be designated as a Dance Leadership
Fellow.

Program Elements:

e Pre- and Post- conference training sessions at two annual NDS Dance in Broad ~ Perspectives
conference

e 12 group conference calls or Webinars over 18-months
e Individualized meetings with mentor or other leader candidates, as needed

e A final presentation project report

Special Note: Candidates will be assigned a mentor to assist and guide them through their
course work and individualized projects.
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Program Outcomes:

e Expand personal knowledge, skills, characteristics, and practices for effective leadership
within the dance field. Build or strengthen organizational capacity within an educational
institution or community dance program. Develop or strengthen strategies for promoting
dance programming.

e Strengthen scholarship and creative writing within the dance field.

The Leadership Academy will help individuals develop a deep understanding of dance
education and its benefits within various cultures in society; understand the benefits of dance
in personal development (cognitively, physically, socially, and mentally); and help professionals
work with their colleagues, students, or clients to achieve at their highest potential.

Applicant Critetia:

Once applications are reviewed, candidates will be selected for the Leadership Academy
Fellows program from the following criteria. Recognized as a dance professional, other teacher
of dance (perhaps in a physical education or community program), or arts professional

e Have a basic knowledge of the field of dance including experience in one or more of the
following ateas: education, performance, production, and/or administration

e Demonstrated leadership abilities, including facilitation, organization, advocacy, managing
multiple projects, and/or team building

¢ Demonstrated high interest and commitment to continue in a leadership role within the
school, community, state, district, and nation (or international)

Registration Tuition:

The registration tuition for the first cohort of candidates accepted into the NDS Leadership
Academy is $1,000. This fee covers expenses associated with implementation of the training
program.

Application Process:

NDS members are eligible to apply as a candidate of the Leadership Academy. Up to six
applicants will be accepted into the in the first leadership cohort. Applications will be accepted
from a cross section of professionals, including but not limited to:Pre-K-12 public and private
schools

e Higher education
e Private studios

e Dance companies
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e Community-based programs (for example, recreation and leisure, and organizations that
target special populations like senior citizens, cultural groups, sacred/spititual dance
troupes, or dance therapists)

e Dance and arts-related organizations and agencies

Notification of Acceptance:

Applicants accepted into the program will be notified via email by (month, day, year).

Again, if there are questions about the Leadership Academy’s Fellows Program or if you want
an application, contact the NDS office at: 540-642-1041; info@nationaldancesociety.org or
fameyerdance@aol.com. The due date for completion of the application is (wonth, day, year).
(Approved March 19, 2017)
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Organizational Policies

of the

National Dance Society

Approved
July 27, 2014
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National Dance Society
Contflict of Interest Policy

Article I PURPOSE

The purpose of the Conflict-of-Interest Policy is to protect the National Dance Society's
interest when it is contemplating entering into a transaction or arrangement that might benefit
the private interest of an officer or director of the organization. This policy is intended to
supplement and not replace any applicable state laws governing conflicts of interest applicable
to nonprofit and charitable organizations.

Article 11 DEFINITIONS

1. Interested Person. Any director, principal officer, or member of a committee with board

delegated powers, who has a direct or indirect financial interest, as defined below, is an
interested person. If a person is an interested person with respect to any entity of which
the organization is a part, he or she is an interested person with respect to all entities in the
dance, atts, and education fields.

2. Financial Interest. A person has a financial interest if the person has, directly or indirectly,

through business, investment, or family:

a. an ownership or investment interest in any entity with which the National Dance
Society has a transaction or arrangement, or

b. a compensation arrangement with the National Dance Society or with any entity or
individual with which the organization has a transaction or arrangement, or

c. a potential ownership or investment interest in, or compensation arrangement with,
any entity or individual with which the National Dance Society is negotiating a
transaction or arrangement.

3. Compensation includes direct and indirect remuneration as well as gifts or favors that are
not substantial in nature. A financial interest is not necessarily a conflict of interest.
Under Article III, Section two (2), a person who has a financial interest may have a
contflict of interest only if the appropriate board or committee decides that a conflict of
interest exists.

Article 111 PROCEDURES

1. Duty to Disclose. In connection with any actual or possible conflict of interest, an

interested person must disclose the existence of the financial interest and be given the
opportunity to disclose all material facts to the directors and members of committees with
governing board delegated powers considering the proposed transaction or arrangement.

2. Determining Whether a Contflict of Interest Exists. After disclosure of the financial
interest and all material facts, and after any discussion with the interested person, he/she
shall leave the board or committee meeting while the determination of a conflict of interest
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is discussed and voted upon. The remaining board or committee members shall decide if a

conflict of interest exists.

3. Procedures for Addressing the Conflict of Interest:

a. An interested person may make a presentation at the board of directors meeting, but
after the presentation, he/she shall leave the meeting during the discussion of, and the
vote on, the transaction or arrangement that results in the conflict of interest.

b. The chairperson of the board of directors shall, if appropriate, appoint a disinterested
person or committee to investigate alternatives to the proposed transaction or
arrangement.

c. After exercising due diligence, the board of director shall determine whether the
National Dance Society can obtain a more advantageous transaction or arrangement
with reasonable efforts from a person or entity that would not give rise to a conflict of
interest.

d. If a more advantageous transaction or arrangement is not reasonably attainable under
circumstances that would not give rise to a conflict of interest, the board of directors
shall determine by a majority vote of the disinterested directors whether the
transaction or arrangement is in the National Dance Society's best interest and for its
own benefit and whether it is fair and reasonable to the National Dance Society and
shall make its decision as the whether to enter into the transaction or arrangement in
conformity with such determination.

4. Violations of the Conflicts of Interest Policy

a. If the board of directors has reasonable cause to believe 2 member has failed to
disclose actual or possible conflicts of interest, it shall inform the member of the basis
for such belief and afford the member an opportunity to explain the alleged failure to
disclose.

b. If, after hearing the response of the member and making such further investigation as
may be warranted in the circumstances, the board of directors determines that the
member has in fact failed to disclose an actual or possible conflict of interest, it shall
take appropriate disciplinary and corrective action.

Article IV RECORDS OF PROCEEDINGS

1. The minutes of the board and all committee with board-delegated powers shall contain:

a. the names of the persons who disclosed or otherwise were found to have a financial
interest in connection with an actual or possible conflict of interest, the nature of the
financial interest, any action taken to determine whether a conflict of interest was
present, and the board's decision as to whether a conflict of interest in fact existed; and

b. The names of the persons who were present for discussions and votes relating to the
transaction or arrangement, the content of the discussion, including any alternatives to
the proposed transaction or arrangement, and a record of any votes taken in
connection therewith.
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Article V COMPENSATION

1.

A voting member of the board of directors who receives compensation, directly or
indirectly, from the National Dance Society for services is precluded from voting on
matters pertaining to that member's compensation.

A voting member of any committee whose jurisdiction includes compensation matters and
who receives compensation, directly or indirectly, from the organization for services is
precluded from voting on matters pertaining to that membet's compensation.

Article VI ANNUAL STATEMENTS

1.

Each member of the board of directors, council chair, and member of a committee with

board delegated powers shall annually sign a statement which affirms that such person:

a. has received a copy of the conflicts of interest policy,

b. has read and understands the policy,

c. has agreed to comply with the policy, and

d. understands the organization is charitable organization and that in order to maintain its
federal tax exemption it must engage primarily in activities which accomplish one or

more of its tax-exempt purposes.

Article VII.  PERIODIC REVIEWS

1.

To ensure the National Dance Society operates in a manner consistent with non-profit
purposes and that it does not engage in activities that could jeopardize its status as an
organization exempt from federal income tax, periodic reviews shall be conducted. The
periodic reviews shall, at a minimum, include the following subjects:

a.  Whether compensation arrangements and benefits are reasonable, based on competent
survey information, and the result of arms length bargaining.

b. Whether partnerships, joint ventures arrangements, and arrangements with
management service organizations conform to written policies, are propetly recorded,
reflect reasonable payments for goods and setvices, further the organization 's non-
profit purposes and do not result in inurement, or impermissible private benefit.

Article VIII USE OF OUTSIDE EXPERTS

In conducting the periodic reviews as provided for in Article VII, the National Dance Society

may, but need not, use outside advisors. If outside experts are used, their use shall not relieve

the board of directors of its responsibility for ensuring periodic reviews are conducted.

[Source: Internal Revenue Service, U.S. Dept. Of Treasury (IRS), http://www.irs.gov/]

This National Dance Society’s board of directors adopted this Conflict of Interest Policy on

July 27, 2014.
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National Dance Society
Personal Compliance with Conflict-of-Interest Policy

1. Tacknowledge that I have received a copy of the National Dance Society’s Conflict of
Interest Policy, adopted on July 27, 2014.

2. I have read and understand the policy.

3. Tagree to comply with the policy.

4. T understand that the policy applies to all members holding leadership roles one the board
of directors and councils, committees, or task forces having board-delegated powers.

5. Tunderstand that the National Dance Society is a charitable, non-profit organization that
must engage primarily in activities that accomplish one or more of its tax-exempt
purposed to maintain its tax-exempt status. The National Dance Society’s mission and
purposes are found in the Policies and Procedures Manual.

6. Any potential conflict(s) of interest(s) is (are) disclosed below.

Conflict(s) of Interest Disclosure:

Name (Please type or print.) Date

Signature

National Dance Society Responsibility
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Signature Required: To serve in a leadership role with the National Dance Society, a paper
ot electronic copy with your personal signature is required. You may print this form and mail a
signed copy to: Fran Anthony Meyer, Executive Director, National Dance Society, 852

Lincoln Drive, Fredericksburg, VA, 22407. A Word or PDF copy may be sent to

fameverdance(@aol.com.

National Dance Society

Document Retention and Destruction Policy

I. Purpose

This policy provides for the systematic review, retention, and destruction of documents

received or created by National Dance Society in connection with the transaction of National

Dance Society (NDS). This policy covers all records and documents, regardless of physical

form, contains guidelines for how long certain documents should be kept and how records

should be destroyed. The policy is designed to ensure compliance with federal and state laws

and regulations, to eliminate accidental or innocent destruction of records and to facilitate

NDS operations by promoting efficiency and freeing up valuable storage space.

I1. Document Retention

NDS follows the document retention procedures outlined below. Documents that are not

listed, but are substantially similar to those listed in the schedule, will be retained for the

appropriate length of time.

III.  Corporate Records

The following documents will be documented and filed.

Type of Document Minimum Type of Document Minimum
Requirement Requirement
Accident Reports & Workers 7 years Deeds & Bills of Sale Permanently
Compensation Records
Accounts Payable Ledgers & Schedules 7 years Depreciation Schedules Permanently
Annual Reports to the VA SCC Permanently Donor Records/Acknowledgements | 10 years
Applications for Positions 7 years Duplicate Deposit Slips 2 years
Appraisals Permanently Earnings Record 7 years
Articles of Incorporation Permanently Electronic Funds Transfer 7 years
Documents
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Type of Document Minimum Type of Document Minimum
Requirement Requirement
Audit Reports Permanently Employment Applications 7 years
Bank Deposit Slips 7 years Environmental Studies Permanently
Bank Statements & Reconciliation 7 years Expense Analyses/Expense 7 years
Distribution Schedule
Board Meeting & Committee Minutes Permanently Filings w/ Registry of Charitable 10 years
Trusts
Board Policies/Resolutions Permanently Fixed Finance Statements Permanently
Bylaws Permanently Fixed Account Records Permanently
Cash Receipts 3 years Garnishment Records 7 years
Checks (for important payments & Permanently General Ledgers Permanently
Purchases)
Contracts 7 years after Grant Applications & contracts 7 years >
expiration completion
Construction Documents Permanently General Ledgers Permanently
Copyright Registrations Permanently Grant Applications and Contracts 7 years >
completion
Correspondence (general) 3 years 1-9 Forms 3 years >
termination
Correspondence (legal or other important | Permanently Insurance Policies, Records, Current | Permanently
matters) Accident Reports, Claims
Cotrespondence (with customs & 2 years Intellectual Property of Trade Secrets | 5 years
vendors)
Covenant not to Sue 7 years Internal Audit Report 5 years
Credit Card Receipts 3 years Inventories of Products, Materials, & | 7 years
Supplies
Invoices (to customers, from vendors) 7 years Payroll Tax Returns 7 years
IRS Application for Tax Exemption Permanently Personnel Files (Terminated 7 years
Status (Form 1023) Employees)
IRS Determination Letter Permanently Petty Cash Vouchers 3 years
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Type of Document Minimum Type of Document Minimum
Requirement Requirement

IRS Annual Return (Form 990 or 990- Permanently Press Releases Permanently

EZ) & Worksheets

IRS 1099s 7 years Promotions, Demotions, Discharge | 7 years
Records

Journal Entries 7 years Retirement & Pension Plan Permanently
Documents

Leases 7 years > Salary Schedules 5 years

expiration

Legal Files — Generally 10 years Sales Records (box offices, 5 years
concessions, gift ships)

Minute Books & Charter 10 years Solicitations for Contributions 10 years

Mortgages 7 years > Sales Tax Exemptions Letter Permanently

expiration

Notes 7 years Sales Tax Returns & Workshops Permanently

OSHA Documents 5 years State Unemployment Tax Records Permanently

Patents & Related Papers Permanently Timesheets 7 years

Payroll Records & Summaries 7 years W-2 Statements 7 years

Payroll Registers Permanently Withholding Tax Statements 7 years

IV. Glossary of Terms

1. Board and Board Committee Materials. Meeting minutes should be retained in perpetuity

Commercial Fundraiser. A commercial fundraiser for charitable purposes must
maintain during each solicitation campaign, and for not less than 10 years following
the completion of each solicitation campaign, records including any electronic
records, containing information regarding:

The date and amount of each contribution received as a result of the solicitation
campaign and, for non-cash contributions, the name and mailing address of each

in the NDS minute book
2.
a.

contributor.
b.

The name and residence address of each volunteer, agent or other person involved in
the solicitation campaign.
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c. Records of all revenue received, and expenses incurred in the course of the
solicitation campaign.

d. For each account into which the commercial fundraiser deposited revenue from the
solicitation campaign, the account number and the name and location of the bank or
other financial institution in which the account was maintained.

If commercial fundraiser sells tickets to events and represents that they will be donated for use
by another, then he or she must keep the number of tickets purchased and donated by each

contributor, name, and address or all organizations receiving donated tickets.

NDS must maintain a copy of its contracts with any commercial fundraiser and records of

solicitations and donations according to the table above.

3.

Contracts. Final, executed copies of all contracts entered into by NDS should be retained.
NDS should retain copies of the final contracts for at least seven years beyond the life of
the agreement, and longer in the case of publicly filed contracts.
Development/ Intellectual Property and Trade Secrets. Development documents are often subject
to intellectual property protection in their final form (e.g., patents and copyrights). The
documents detailing the development process are often also of value to NDS and are
protected as a trade secret where NDS:
a. derives independent economic value from the secrecy of the information; and
b. NDS has taken affirmative steps to keep the information confidential.
c. NDS should keep all documents designated as containing trade secret information for
at least the life of the trade secret.
Legal Files. Legal counsel should be consulted to determine the retention period of
particular documents, but legal documents should generally be maintained for a period of
ten (10) years.
Personnel Records. State and federal statutes require the Organization to keep certain
recruitment, employment and personnel information. While NDS does not currently have
any employees, this information is contained in this policy in the event that an employee
becomes necessary in the future. Meanwhile, NDS should keep files that reflect any
complaints brought against NDS or individuals associated with NDS as volunteers, under
applicable state and federal statutes. NDS should also keep all final memoranda and
correspondence reflecting performance reviews and actions taken by or against personnel
in an employee’s file (when and if employees are contracted by NDS). Personnel records
should be retained for seven years.
Press Releases/ Public Filings. NDS should retain permanent copies of all press releases and
publicly file documents under the theory that NDS should have its own copy to test the
accuracy of any document a member of the public can theoretically produce against NDS.
Tax records. Tax records include, but may not be limited to, documents concerning payroll
(if any), expenses, proof of deductions, business costs, accounting procedures, and other
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documents concerning NDS revenues. Tax records should be retained permanently.
Payroll tax returns (if any) can be retained for only seven years.

V. Electronic Documents and Records

Electronic documents will be retained as if they were paper documents. Therefore, any
electronic files, including records of donations made online, that fall into one of the document
types on the above schedule will be maintained for the appropriate amount of time. If a user
has sufficient reason to keep an email message, the message should be printed in hard copy
and kept in the appropriate file or moved to an “archive” computer file folder. Backup and
recovery methods will be used and tested on a regular basis.

VI.  Emergency Planning/Disaster Recovery

NDS records will be stored in a safe, secure and accessible manner. Documents and financial
files that are essential to keeping NDS operating in an emergency will be duplicated or backed
up at least every week and maintained off site.

VII. Document Destruction

The NDS recording secretary and executive director are responsible for the ongoing process
of identifying its records which have met the required retention period and overseeing their
destruction. Destruction of financial and personnel-related documents will be accomplished
by burning. Document destruction will be suspended immediately, upon any indication of an
official investigation or when a lawsuit is filed or appears imminent. Destruction will be
resumed upon conclusion of the investigation.

VIII. Compliance

Failure on the part of Board members, volunteers, and any future employee to follow this
policy can result in possible civil and criminal sanctions against NDS and its potential future
employees, and possible disciplinary action against responsible individuals. The recording
secretary and executive director will periodically review these procedures with legal counsel
and/or a certified public accountant to ensure that they are in compliance with new or revised
regulations.

This National Dance Society’s board of directors adopted this Documents Retention and
Destruction Policy on July 27, 2014.
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National Dance Society’s
Whistleblower Policy

The whistleblower policy protects directors, officers, employees and volunteers who report
suspected improper conduct from retaliation. Among other things, the whistleblower policy
sets forth a requirement that an employee, officer, or director be designated to administer the
policy and the procedures for reporting suspected violations, including procedures for
preserving the confidentiality of reported information.

While at the time of incorporation, the National Dance Society does not have employees and
does not anticipate having employees or paid consultants for several years. When the situation
changes in the future, potential future employees or consultants are covered under this policy.

“A whistleblower policy encourages staff and volunteers to come forward with credible
information on illegal practices or violations of adopted policies of the organization, specifies
that the organization will protect the individual from retaliation, and identifies those staff or
board members or outside parties to whom such information can be reported.” Source:

bttp:/ [ www.councilofnonprofits.org/ resources/ resources-topic/ boards-governance/ whistleblower-protection-

bolicies

The National Dance Society requites directors/officers, volunteers, and any potential future
employees to observe high standards of business and personal ethics in the conduct of their

duties and responsibilities. As representatives of the National Dance Society, we must practice
honesty and integrity in fulfilling our responsibilities and comply with all applicable laws and
regulations.

Reporting Responsibility--This Whistleblower Policy is intended to encourage and enable
volunteers, Board Members, and others to raise serious concerns internally so that the
National Dance Society can address and correct inappropriate conduct and actions. It is the
responsibility of all board members, officers, potential future employees and volunteers to
report concerns about violations of the National Dance Society’s code of ethics or suspected
violations of law or regulations that govern the National Dance Society’s operations.

No Retaliation--It is contrary to the values of the National Dance Society for anyone to
retaliate against any board member, officer, employee, or volunteer who in good faith reports
an ethics violation, or a suspected violation of law, such as a complaint of discrimination, or
suspected fraud, or suspected violation of any regulation governing the operations of the
National Dance Society. Anyone who retaliates against someone who has reported a violation
in good faith is subject to discipline up to and including expulsion.

Reporting Procedure--The National Dance Society has an open-door policy and suggests
that volunteers share their questions, concerns, suggestions or complaints with their
supervisor. If individuals are not comfortable speaking with the supervisor or are not satisfied
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with the supervisot’s response, the individual is encouraged to speak with the Board of
Directors or the Compliance Officer. Supervisors and managers are required to report
complaints or concerns about suspected ethical and legal violations in writing to the National
Dance Society’s Compliance Officer, who has the responsibility to investigate all reported
complaints. Employees or volunteers with concerns or complaints may also submit their
concerns in writing directly to their supervisor, the Board of Directors, or the organization’s
Compliance Officer.

Compliance Officer--The National Dance Society’s Compliance Officer is responsible for
ensuring that all Complaints about unethical or illegal conduct are investigated and resolved.
The Compliance Officer will advise the Board of Directors of all complaints and their
resolution and will report at least annually to the Chair of the Finance Committee/Audit
Committee on compliance activity relating to accounting or alleged financial improprieties.

Accounting and Auditing Matters--The National Dance Society’s Compliance Officer shall
immediately notify the Board of Directors/Audit Committee/Finance Committee of any
concerns or complaint regarding corporate accounting practices, internal controls or auditing,
and work with the committee until the matter is resolved.

Acting in Good Faith--Anyone filing a written complaint concerning a violation or suspected
violation must be acting in good faith and have reasonable grounds for believing the
information disclosed indicates a violation. Any allegations that prove not to be substantiated
and which prove to have been made maliciously or knowingly to be false will be viewed as a
serious disciplinary offense.

Confidentiality--Violations or suspected violations may be submitted on a confidential basis
by the complainant.

Reports of violations or suspected violations will be kept confidential to the extent possible
and consistent with the need to conduct an adequate investigation.

The National Dance Society’s Compliance Officer will notify the person who submitted a
complaint and acknowledge receipt of the reported violation or suspected violation. All
reports will be promptly investigated, and appropriate corrective action will be taken if
warranted by the investigation.

Compliance Officer:

Name: Fran Anthony Meyer, Executive Director

Telephone #: 540-642-1041

E-mail Address: fameverdance@aol.com

Street Address: 852 Lincoln Drive

City, State, Zip Code: Fredericksburg, VA 22407

This National Dance Society’s board of directors adopted this Whistleblower Policy on
July 27, 2014.
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National Dance Society
Board Ethics Policy

Preamble--The National Dance Society is a not-for-profit, tax-exempt organization formed to
provide leadership in promoting research in, advocating for, and using best practices in the
delivery of dance and dance education that furthers dance as an art form, as a support for
academic success, and as a process for improving individuals’ health and wellness in a
multicultural society.

Specific purposes of the organization are to:

e Work with traditional and non-traditional partners to advocate for funding, research, and
offering evidence-based educational programs that promote varied forms of dance within
schools, community programs, and venues for concert art

e Promote personal leadership skills and strategies that can strengthen dance education
within schools, the community, the state, and nationwide

e Encourage professional involvement in education and dance education and recognize
excellence among professional and future dance educators

e Educate key decision-makers about the value of dance in 1) education reform,
development of the 21% century readiness skills, supporting the whole-school-whole
community-whole child education model, and improving the social climate of schools; 2)
economic development at the local, state, and national levels; and 3) health promotion
across the lifespan

e Support research in dance as it relates to pedagogy, program and curriculum development,
program and student assessment, instructional delivery, performance, academic
achievement, and personal wellness

e Identify (or develop) and disseminate professional materials to help those developing
programs, designing dance curriculum, and providing dance instruction in a variety of
learning environments: including fine arts programs, physical education curriculum,
recreation and leisure settings, community- and cultural-based venues, studios, and
professional settings

e Provide a broad range of professional development workshops, training programs, and
performance opportunities for dance and dance-related professionals

The National Dance Society's membership classes consists of professional, associate/advocate,
student, retired, and lifetime. The business of the organization is managed under the direction
of the National Dance Society’s board of directors. The board's code of ethics serves as a code
of conduct for the organization’s volunteers and staff in their capacity as organizational
leaders. Code violations may result in sanctions imposed under the Procedures for Review of
Board Member Conduct. The principles and requirements that comprise the code and
procedures are based on and are designed to ensure full compliance by National Dance Society
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and its officers, directors, and employees with the oversight and fiduciary duties imposed on
such individuals by state corporate law, the federal tax code's prohibition on private inurement
and private benefit, and other requirements of federal tax exemption, common law due
process requirements, federal and state antitrust and unfair competition law, state tort law, and
other legal precepts and prohibitions.

At the same time, the code and procedures are not designed to supplant courts of law in the
resolution of disputes within the non-profit sector. Moreover, the checks and balances built
into the code and procedures are designed to strike the proper balance between ensuring full
compliance with the legal obligations described here and ensuring the integrity and efficacy of
the code on the one hand and, on the other, the protection of board members, through the
use of reasonable due process procedures, against patently false, malicious, or groundless
accusations that could result in significant business or personal harm if not properly handled.
Members of the board affirm their endorsement of the code and acknowledge their
commitment to uphold its principles and obligations by accepting and retaining membership
on the board.

Board of Directors Code of Ethics — Members of the board (including ex officio members
of the board) shall at all times abide by and conform to the following code of conduct in their
capacity as board members:

1. Each member of the board of directors will abide in all respects by the National Dance
Saciety Members' Code of Ethics and all other rules and regulations of the association
(including but not limited to the association's Articles of Incorporation and Bylaws) and
will ensure that their membership (or the membership of the entity for which they serve as
officer, director, employee, or owner, as the case may be) in the organization remains in
good standing at all times. Furthermore, each member of the board of directors will at all
times obey all applicable federal, state, and local laws and regulations and will provide or
cause to provide the full cooperation of the organization when requested to do so by those
institutions and their persons set in authority as are required to uphold the law.

2. Members of the board of directors will conduct the business affairs of the organization in
good faith and with honesty, integrity, due diligence, and reasonable competence.

3. Except as the board of directors may otherwise require or as otherwise required by law, no
board member shall share, copy, reproduce, transmit, divulge or otherwise disclose any
confidential information related to the affairs of the organization and each member of the
board will uphold the strict confidentiality of all meetings and other deliberations and
communications of the board of directors.

4. Members of the board of directors will exercise proper authority and good judgment in
their dealings with organizational staff, suppliers, and the general public and will respond
to the needs of the organization's members in a responsible, respectful, and professional
manner.
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10.

No member of the board of directors will use any information provided by the association
or acquired as a consequence of the board membet's service to the organization in any
manner other than in furtherance of his or her board duties. Further, no member of the
board of directors will misuse association property or resources and will at all times keep
the organization's property secure and not allow any person not authorized by the board
of directors to have or use such property.

Each member of the board of directors will use his or her best efforts to regularly

participate in professional development activities and will perform his or her assigned

duties in a professional and timely manner pursuant to the board's direction and oversight.

Upon termination of service, a retiring board member will promptly return to the

organization all documents, electronic and hard files, reference materials, and other

property entrusted to the board member for the purpose of fulfilling his or her job
responsibilities. Such return will not abrogate the retiring board member from his or her

continuing obligations of confidentiality with respect to information acquired as a

consequence of his or her tenure on the board of directors.

The board of directors dedicates itself to leading by example in serving the needs of the

organization and its members and also in representing the interests and ideals of the dance,

arts, and education fields at large.

No member of the board of directors shall persuade or attempt to persuade any employee

of the association to leave the employ of the association or to become employed by any

person or entity other than the organization. Furthermore, no member of the board of
directors shall persuade or attempt to persuade any member, exhibitor, advertiser, sponsor,
subscriber, supplier, contractor, or any other person or entity with an actual or potential
relationship to or with the association to terminate, curtail, or not enter into its relationship
to or with the organization, or to in any way reduce the monetary or other benefits to the
organization of such relationship.

The board of directors must act at all times in the best interests of the association and not

for personal or third-party gain or financial enrichment. When encountering potential

conflicts of interest, board members will identify the conflict and, as required, remove
himself or herself from all discussion and voting on the matter. Specifically, board
members shall follow these guidelines:

e Avoid placing (and avoid the appearance of placing) one's own self-interest or any
third-party interest above that of the organization; while the receipt of incidental
personal or third-party benefit may necessarily flow from certain association activities,
such benefit must be merely incidental to the primary benefit to the organization and
its purposes;

¢ Do not abuse board membership by impropetly using board membership or the
organization's staff, services, equipment, resources, or property for personal or third-
party gain or pleasure; board members shall not represent to third parties that their
authority as a board member extends any further than that which it actually extends;
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¢ Do not engage in any outside business, professional, or other activities that would
directly or indirectly materially adversely affect the organization;

¢ Do not engage in or facilitate any discriminatory, harassing, or abusive behavior
directed toward the organization’s staff, members, officers, directors, meeting
attendees, exhibitors, advertisers, sponsors, suppliers, contractors, or others in the
context of activities relating to the association;

¢ Do not solicit or accept gifts, gratuities, free trips, honoraria, personal property, or any
other item of value from any person or entity as a direct or indirect inducement to
provide special treatment to such donor with respect to matters pertaining to the
organization without fully disclosing such items to the board of directors; and

e Provide goods or services to the organization as a paid vendor to the association only
after full disclosure to, and advance approval by, the board, and pursuant to any related
procedures adopted by the board.

This National Dance Society’s board of director’s adopted this Board Ethics Policy on July 27,
2014.
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