NCBEA Comprehensive Leadership Workshop

Purpose

The purpose of the NCBEA Comprehensive Leadership Workshop is to provide opportunity for business teachers, particularly those in the NCBEA region, to engage in activities toward their leadership development. While improving competencies for leadership roles in NCBEA and its member state associations is the focus of the workshop, the event need not be limited to this objective.

Time of the Workshop

The Leadership Workshop shall be held in conjunction with an NCBEA convention at a time approved by the Administrative Board. At least two hours shall be set aside for the workshop, although a longer workshop may be approved by the Administrative Board.

The Workshop Committee

A committee will be responsible for sponsoring the workshop. This committee will be comprised of at least two persons: the immediate past president, who serves as the workshop director, and the NCBEA convention liaison person. Other members of the association may be appointed to the committee by the president.

Responsibilities of the Director

General Responsibility

The general responsibility of the workshop director is to develop the NCBEA Leadership Workshop, its theme and program; to organize the workshop around this theme; and to acquire the personnel needed to implement the program.

a. The theme and the nature of the workshop should take into consideration leadership development needs of the membership, the Administrative Board, and the state associations.

b. Since the president will become workshop director at the end of his/her term as president, that person should be alert throughout the presidential year to ideas for the workshop and sensitive to indicated needs which might be incorporated in the planning for the workshop.

c. A tentative workshop program should be developed by the president and included in the annual report prepared by the president at the end of his/her term of office, which is submitted to the Administrative Board members at the beginning of the new fiscal year.

Initial Responsibilities

1. At a time designated by the Budget Committee, present a proposed budget.

2. At the first meeting in the fiscal year of the Administrative Board, present a proposed program for approval.

3. Immediately after this first meeting, proceed with implementation of the workshop consistent with the approved budget.

a. Contact speakers to obtain their commitments to serve on the program.

b. Start to acquire door prizes (if they are to be awarded).

c. Prepare the final copy of the program and the pre-registration form in time to submit to the newsletter editor for publication.

1) Deadline for the return of this pre-registration form should be established after consulting with the NCBEA convention liaison person.

2) The pre-registration from should request the following data:

a) name, address, and telephone number of participant

b) name, address, and telephone number of participant’s school

c) academic level on which the participant serves

d. Prepare a letter to member state association presidents inviting them to send an official representative to the workshop.

1) Member state association should be urged to send at least one official representative; all current and incoming officers and other board members should be encouraged to attend.

2) A follow-up letter should be sent to the presidents of the member state associations which have not returned the official representative pre-registration form by the deadline date. A second copy of the pre-registration form should be enclosed.

3) The official representative pre-registration form should request the following data:

a) name, address, and telephone number of the representative

b) name, address, and telephone number of the representative’s school

c) academic level on which the representative serves

d) office in the state association which the representative holds

Activities Before the Workshop

1. Prepare a copy of the program and the pre-registration form for publicity purposes.

1. One copy should be sent to the NCBEA convention liaison person to be included with other convention materials for publication in the NBEA BUSINESS EDUCATION FORUM.

1. One copy should be sent to the newsletter editor for publication in the NCBEA NEWSLETTER.
2. Continue working on door prizes (if they are to be awarded). Mark the name of the donor on the outside of the wrapped prize.
3. Send special invitations to the following persons no later than six weeks prior to the workshop:
3. The NCBEA president, who will bring greetings from NCBEA,
3. the NBEA president and executive director, one of whom should be asked to bring greetings from NBEA, and
3. the four regional association presidents.
4. Send a set of workshop guidelines to the workshop speakers.
5. Develop a workshop evaluation form and duplicate sufficient copies for distribution to participants.
6. Arrange for workshop registration during the workshop.
6. Arrange for personnel to work at the registration desk.
6. Prepare workshop registration forms on which participants indicate their name, address, and telephone number; the name, address, and telephone number of their school, and the academic level on which the participant serves. These forms will be used for participants who have not pre-registered.
6. Prepare name tags in advance for those who have pre-registered. Have blank name tags available for those registering at the workshop.
7. Prepare certificates of recognition for participants, speakers, and those persons serving at the registration desk.
7. Prepare certificates for pre-registered participants and speakers in advance.
7. Take blank certificates to the workshop to complete for participants registering at the workshop.
7. Award the certificates at the workshop to those who have pre-registered. Prepare certificates for those who have not pre-registered immediately after the close of the workshop and distribute them to these participants sometime during the convention.
8. Attempt to have workshop publicity included in the member state association newsletters. Work with the NCBEA Leadership Workshop Report to be distributed at the Administrative Board during the time the board meets at the convention.
Activities During the Workshop

1. Open the registration desk one-half hour before the workshop begins.

2. Preside at the workshop.

a. Suggestions for the opening session:

1) remarks by the workshop director

2) greetings from NCBEA by the NCBEA president

3) greetings from NBEA by the NBEA president or executive director

4) keynote speaker

b. Suggestions for the closing session:

1) workshop summary by the workshop director

2) awarding of certificates of recognition

3) other recognitions and acknowledgements

4) awarding of door prizes

Other Activities

1. Before the workshop, prepare the NCBEA Leadership Workshop Report to be distributed at the Administrative Board meeting held during the convention. This report should include:

a. a brief general description of the workshop with a copy of the program booklet attached, and

b. statistical information on the number of persons registered.

2. Following the workshop, a complete report shall be prepared to submit to the members of the Administrative Board to review at their first meeting in the new fiscal year. This report should include:

a. a description of the workshop with a copy of the program booklet attached,

b. statistical information on the number of persons registered, the number of persons registering at the workshop, the total number of persons in attendance, and a breakdown of participants by state and by academic level, 

c. a financial statement, and

d. recommendations for the next leadership workshop.

3. Within two weeks after the close of the workshop, send thank you notes to everyone who helped with the workshop, including speakers and committee members.

4. Maintain a file of materials pertaining to the activities connected with the workshop, to be forwarded to the person who will serve as the next workshop director.

Responsibilities of the NCBEA Convention Liaison Person

1. Work with the workshop director in planning the facilities needed for the workshop.

2. Submit the program for the workshop, along with other convention publicity, to NBEA for publication in the NBEA Business Education Forum and any other publication in the states or in the region that would publicize the joint convention and workshop.

3. Work with the workshop director and speakers regarding audio/visual equipment needs.

4. Perform other duties as requested by the workshop director.
NCBEA Open Forum Event

The NCBEA Open Forum provides an opportunity for leaders in the NCBEA region to come together to discuss and share ideas, concerns, and activities taking place in each one of the eight states that comprise the region. An opportunity is also afforded each state representative to address any items of business to the representatives from NBEA

The Open Forum is a part of the total convention program for NCBEA; it may be scheduled to replace the Comprehensive Leadership Workshop or it may be scheduled along with the workshop.

Time of the Open Forum

The forum shall be held in conjunction with the NCBEA convention at a time approved by the Administrative Board. At least two hours shall be set aside for the forum, although a longer session may be approved by the Administrative Board.

The Open Forum Committee

The forum committee will be responsible for sponsoring the activity. This committee will be comprised of at least two persons: the immediate past president, who serves as the director, and the NCBEA convention liaison person. Other members of the NCBEA may be appointed to the committee by the president.

Responsibilities of the Director

General Responsibility

The general responsibility of the forum director is to develop the agenda for the meeting and to assure that all persons involved with the professional activities of a member state association are issued an invitation to participate in the forum. The following individuals shall be included in the invitation to attend the forum:

1. all officers for the current year serving on a member state associations’ board,

2. all other persons serving on a member state associations’ board,

3. all members of the NCBEA Administrative Board,

4. presidents of each regional association, and

5. the NBEA president, the NBEA executive director, and the NBEA membership director.

Other names may be included at the discretion of the director of the forum.

Duties

Specific duties of the director of the forum are enumerated in the following list:

1. At a time designated by the Budget Committee, present a proposed budget.

2. Work with the NCBEA convention liaison person to determine the day and time of the forum. Do this far enough in advance of the convention so the details will be included in the advertised convention program.

3. Arrange for room accommodations. If this is a meal function, plan to utilize time efficiently, which may mean participants are eating as discussion takes place.

4. Send invitations to persons listed under General Responsibility above. This should be done 60 days prior to the convention. (See sample letter and registration form attached).

5. Include an agenda with the invitations. The agenda should include the following items: 

a. introduction of all people,

b. state reports,

c. discussion from all participants, and

d. announcement of the next convention location and dates.

6. Provide a count of participants to the convention liaison person by a deadline date previously established. This is particularly important if this is a meal function.

7. A follow-up letter should be sent to state presidents if response from a state is low. The letter should urge that state to send representatives to the forum. A second copy of the registration form should be included with this letter.

8. Identify state presidents who will attend. Contact them and ask them to be the official representative of the state, to present a state report at the session, and to bring forth any items for discussion as identified by the state. If a state president is not planning to attend, identify another person from that state to serve as the official representative. Allow each state 5-8 minutes for reports. This will allow time after state reports for discussion.

9. Prepare a certificate of recognition for participants. (See attachment.)

e. Prepare certificates for pre-registered participants and speaker, if there is one, in advance.

f. Take blank certificates to the forum to complete for any participant who attends without pre-registering.

g. Award the certificates at the close of the forum.

10. Prepare an evaluation form for participants to complete before leaving the session. (optional)

11. Attempt to have forum publicity included in the member state associations’ newsletters and the NCBEA Newsletter prior to the convention. Work with the newsletter editor and the Marketing/Linkages Committee chair on this.

12. Send special invitations to the following persons:

h. the NBEA president,

i. the NBEA executive director,

j. the NBEA membership director,

k. regional association presidents, and

l. the NCBEA president, who will bring greetings from NCBEA.

Each of the above persons may be asked to comment briefly on their professional activities.

Events During the Open Forum

1. Chair the forum session

m. Open on time

n. Recognize special guests

o. Provide introductions of all persons in attendance

p. Provide the opportunity for every state to present a summary of activities and to raise discussion items.

2. Complete evaluation forms (optional).

3. Close session with reminder of next convention date and place.

Duties After Open Forum

1. Prepare a report on the forum to present to the NCBEA Administrative Board. This report might include the following items:

q. the agenda for the session,

r. a brief commentary on the activities an discussion that took place,

s. statistical information on the number of persons attending,

t. a breakdown of participants by state,

u. any suggestions from the session that were to be directed to the Administrative Board, 

v. a financial statement (if a budget item had been requested), and

w. recommendations for the next forum.

2. Within two weeks after the close of the forum, send than you notes to everyone who helped with the session. A brief report on the session may be sent to each member state association president.

3. Maintain a file of materials pertaining to the activities connected with the forum to be forwarded to the person who will serve as the next forum director.

4. Prepare an article on the forum discussion. Submit the article to the NCBEA Newsletter editor and to the editors of the member state associations’ newsletters. Work with the Marketing/Linkages committee chair on this.

Responsibilities of the NCBEA Convention Liaison Person

1. Work with the forum director in planning the facilities needed.

2. Submit the program for the forum, along with the other convention publicity, to NBEA for publication in the NBEA Business Education Forum and any other publication in the states or in the region that would publicize the joint convention and the forum.

3. Perform such other duties as requested by the forum director.
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