AMEA EXECUTIVE HANDBOOK
Code of Conduct

The Executive speaks with one voice. The Executive recognizes, in fact invites, diverse opinion. An effective Executive requires that its leadership facilitate open discussion on issues. Following discussion, the Executive “speaks with one voice” through either a motion or a statement of consensus of the Executive. The concept of “one voice” is critical, since the accountability of the Executive is not to one individual but instead to the membership. 

1. Board members are expected to conduct themselves in an ethical manner.

2. Board members must be loyal to the membership and are accountable to exercise the powers and discharge the duties of their office honestly, in good faith and in the best interests of the membership. This accountability:

I. Requires that information is not withheld if it is a matter of concern to the membership.

II. Supersedes the personal interest of any Executive member acting as an individual user of the membership’s service

III. Supersedes any advocacy or special interest group and membership on other Executives or workplaces.

3. Executive members will exercise the degree of care, diligence and skill that a reasonably prudent person would exercise in comparable circumstances.

4. Executive members will not publicly discredit the motives, ability or personalities of fellow Executive members.

5. An Executive member’s interaction with the membership must recognize that any individual member or group of members does not have authority over the membership.

6. A member of the Executive will ensure that unethical activities not covered or specifically prohibited by the foregoing or any legislation are neither encouraged nor condoned.
The Executive will work diligently on welcoming members new and current and will be inclusive to all members.

Violations of the Code of Conduct

Vanessa to check rules of order.

Conflict of Interest

A conflict of interest is defined as a conflict between the private interests and the official responsibilities of an Executive Member.

Compliance and Disclosure

If an Executive member has reasonable grounds to believe that a conflict of interest may exist, the Executive member must disclose the conflict of interest either;

a)
directly to the remaining Executive at a meeting if the member fist becomes aware of the conflict of interest during the meeting, or


b)
to the Association President at any other time as soon as the 

member becomes aware of the conflict of interest.

Once a conflict of interest has been disclosed the member may excuse themselves from discussion and shall abstain from voting.

FINANCIAL MATTERS
Honorarium

Executive members will receive an honorarium based on the number of years of service on the Executive. 


The honorarium will be set forth in Schedule A.

Reimbursement Costs

The Executive will be prudent in minimizing costs wherever possible.


Executive Meetings

-Executive members will be reimbursed for travel costs including hotel, meals and fuel to attend Executive Meetings.

Receipts must be provided for all reimbursements.


Conference

-For Executive Members the cost for the conference will be incurred by the individual’s employer wherever possible. Upon special request to the Executive an executive member may request for the conference fee waived. 
-For Committee Members in regards to a course specific to a committee the costs for the course will be incurred by the individual’s employer wherever possible. Upon special request to the Executive a committee member may request to have the cost of attending the course waived.

Training

-Upon approval from the Executive costs may be incurred for training for the Executive members.

Costs


Donations – need to set criteria if we are approached to make donation.


Fallen Members

-A maximum of $250 will be used for bereavement for current members. Upon request a maximum of $250 will be used for bereavement for past members.

Sales

AMEA Clothing

-Clothing will be sold at cost, including any shipping and handling charges.

Money Markets

Need Gord to look into when they come up and if we should keep them.
COMMITTEES

1. Types of Committees
· Disciplinary Committee

Will meet as required by the Executive.

· Animal Control Committee

Will meet at the call of the Chair and will meet no less than four times as year.

Regular and Associate members may serve on a committee.

2. Functions of committees

Committees can perform the following functions:

· Be empowered to act on behalf of the Executive

· Conduct research and report back to the Executive with recommendations; and/or

· Perform a liaison function.

3. Mandate of committees

· Committees may not speak or act for the Executive except when formally given such authority for specific and time limited purposes.

· The Executive will approve the terms of reference for each committee, which will include committee’s role, responsibilities, membership and reporting requirements.

· A committee will be accountable to the Executive through the committee chair.

· Each committee will be responsible to and will report to the Executive at such times and in such manner as the Executive has authorized through resolution or in the absence of any such direction, in such manner as the President will direct.

EXECUTIVE MEETING PROTOCOLS

· The Executive will meet a minimum of eight times a year

· Meetings will be held in Red Deer unless otherwise approved by the Executive

· Upon election a meeting may be held to welcome new Executive members and to determine future meetings.

MEDIA COMMUNICATION
1.
The President and/or Publicity Officer or their designates, are the only persons authorized to speak for the Executive. Wherever possible, in instances of a planned or pre-arranged new or press release, the President and/or Publicity Officer or official designate will consult with the Executive members prior to the release.

2.
Responses to unplanned or unsolicited media inquiries will be made by the President and/or Publicity Officer or official designate. These responses will be mad in a timely and appropriate manner. In such instances, the President and/or Publicity Officer or official designate are expected to honor and effectively implement the Code of Conduct, The Executive speaks with one voice.

WEBSITE

· Executive members are responsible for administration of the website as well as monitoring the forum and responding to questions on the forum.
· At the AGM a website report will be provided to the membership.

RECOGNITION


Long Service Medal

· need to attach criteria

· put under Education Officers roles

· medal or clasp and letter from Association will be presented and announced in the newsletter.


Outstanding Officer and Leadership Award

· put under Membership Officers roles
· need to attach criteria

· Executive votes on the recipients for awards

· Award and letter from the Province will be presented and announced in the newsletter

Fallen Members

· Recognition for past members will be upon request.

· Current members will receive automatic

Past Executive Members

· The year immediately following their departure from the executive an award will be given out by the President.

All recognition awards will be presented at the banquet. All award recipients will be invited to the banquet plus a quest free of charge.

CONFERENCE


Executive members will attend the conferences and attend for the full dates. Arriving the night before or the first day of the conference and be present for any opening ceremonies.

