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Article 1 – PREAMBLE

This organization is a standing committee of the Potomac Valley Association of USA Track & Field (PVA-USATF) and, as such, this committee and its Operating Procedures are subordinate to the By-Laws of said Association as those By-Laws now appear or as they may be properly amended.

Article 2 – OFFICIALS COMMITTEE


       2.1 - Name


This Officials Committee of the PVA-USATF shall be known as and referred to as the Potomac Valley Association Officials Committee (PVAOC).

2.2 – Duties and Responsibilities

a. Certifies, trains, and supervises competition officials in the PVA/USATF territory.

b. Encourages and develops programs for recruiting officials

c. Recommends to the National Officials Committee candidates for National and Master Official Certification.

d. Disseminates all changes in the Rules of Competition.

e. Assigns officials for all PVA/USATF Championships.



2.3.1 - The Officers of the PVAOC shall be a Chair, a Vice-Chair, and a Secretary.

2.3.2 - Officers of the PVAOC will serve for a period of two years with no limits on re-election.

2.3.3 - Installation of elected Officers shall occur at the Annual Meeting of the PVAOC at which they were elected with the assumption of duties to occur following the Annual Meeting.

2.4 – Make-up
2.4.1 –This Committee shall consist of all Certified Officials who are members of PVA/USATF.  


2.5 – Meetings

2.5.1 - There shall be no less than four (4) general meetings each calendar year, one of which shall be designated as the Annual Meeting of the PVAOC.

2.5.2 - The general membership has the authority to conduct any business of the PVAOC at the regular meeting. 

2.5.3 - Special meetings may be called by the PVAOC Chair or by a majority of the PVAOC Executive Committee.
2.5.4 - Only business for which a special meeting was convened shall be transacted at that special meeting. 

2.5.5 - Notice of any and all meeting as well as the agenda of such meetings shall be made available to the OC by the Secretary of PVAOC not less than fifteen (15) days prior to such meeting taking place with the exception of any Emergency Meeting, for which a seven (7) day prior notification is suggested.  Such notification can take place via the Potomac Valley Association website, electronic mail (e-mail) or written notification.  Those members without e-mail addresses will, upon request, be provided written notification.  The date is fixed by the posting date.
2.5.6 - The official transaction of any PVAOC business requires at least five Active Members, two, of which, must be Officers, shall be present to conduct the necessary quorum.

2.6 – Order of Business

2.6.1 – At all meetings of the PVAOC, the following is to be the order of business:

2.6.2 – Roll Call of Officers

2.6.3 – Approval of Minutes of Preceding Meeting

2.6.4 – Financial Report
2.6.5 – Report of Officers and Sub-Committee Chairs
2.6.6 – Unfinished Business

2.6.7 – Action on proposed amendments (when applicable)
2.6.8 – New Business

2.6.9 – Adjournment

2.6.10 – Reports and Minutes from the previous PVAOC committee meeting should be available at every meeting.  All Officers and Sub-Committee Chairs should provide the PVAOC Secretary a written report at least three (3) days prior to each meeting for distribution to the general PVAOC membership at the meeting.  .  If an oral report is given at the meeting, a written report should be received by the PVAOC Secretary within three (3) days after the conclusion of the meeting. 

2.6.11 – Procedures:  The Order of Business may be changed by a simple majority vote of members present.  The current edition of Robert’s Rules of Order will be used as the general rules of order for the PVAOC general meetings, except where they are in conflict with the provisions of these Operating Procedures or with the By-Laws of the PVA-USATF.  In such cases, these Operating Procedures are to prevail.  In the absence of a provision provided by these Operating Procedures, then the By-Laws of the PVA-USATF are to prevail. 
2.6.12 - All decisions shall be made by a simple majority of those voting unless otherwise expressly provided.

2.6.13 - A written secret ballot may be called for by a majority vote of those voting on any item of business except for elections where it is required.

2.7 – Assessments

2.7.1 - All assessments beyond the required NOC USATF Officials dues shall be approved by vote at the annual PVAOC meeting after approval of the Executive Committee.  
2.7.2 - Voting shall be by ballot.

2.7.3 - Approval by the membership shall require a simple majority of those voting.


2.8 – USATF National Officials Committee Representation

The first representative to the Annual USATF convention USATF NOC is the Chair of PVAOC as the PVA Certification Chair per National USATF by-laws.  
If the PVAOC is entitled to additional representation, then the PVAOC Chair shall appoint them.  These representatives represent the PVAOC from their appointment to the following year at the National USATF Convention (USATF Annual Meeting).  The PVAOC Chair is empowered to appoint replacements if any of the representatives cannot attend the USATF Annual Meeting.
2.9 – Eligibility for Office or Appointment

2.9.1 - Only current OC members shall be eligible to be nominated, elected, or appointed to any position which represents the PVAOC in any capacity.

.

2.9.3 –
2.9.4 - An Active Member’s membership and certification shall be established by the applicable nomination or appointment deadline.

2.10 – Financial Matters


      2.10.1 – Any money received or expended by the PVAOC must be 

      in accordance with the by-laws of PVA-USATF.

2.10.2 – The PVAOC will develop an annual budget and present it to the PVA Planning and Budget Committee (defined Article 13.F of PVA by-laws) within the time frame designated by the PVA Executive Council (defined by Article 2.F of PVA by-laws)
2.10.3 – The PVAOC, through its Chair (or whomever the Chair designates) shall represent the PVAOC on the PVA Planning and Budget Committee. 

Article 3 – PVAOC EXECUTIVE COMMITTEE


       3.1 – Composition

3.1.1 - The elected Officers of the PVAOC.

3.1.2 - The Immediate Past Chair of the PVAOC.
3.1.3 - Three At-Large Members elected by the general membership of the PVAOC.

       3.2 – Authority

The Executive Committee of the PVAOC shall be fully empowered to transact such administrative affairs requiring action between meetings of the PVAOC.

       3.3 – Responsibilities

3.3.1 - Shall serve as liaison between the PVA-USATF Executive Board, the PVAOC, and the USATF NOC.

3.3.2 – Provide support to the PVA Officials Chair for it duties listed under 2.2 of these SOPs.
3.3.3 – May serve as a clearinghouse for meet organizers/directors seeking Certified Officials for their respective events.
3.3.4 - Attempt to resolve through any means at its disposal any dispute or concern arising from the normal operation of the PVAOC.

3.3.5 - Approve budget proposals and expenditures.

3.3.6 - Maintain and disseminate a Code of Ethics and Rules of Conduct for the PVAOC membership.
   
3.4 – Meetings

3.4.1 - The PVAOC Executive Committee may meet in Open Session or by telephone or electronic communication
3.4.2 - Meetings shall be called by the Chair as needed.  All PVAOC Executive Committee members must be notified of the meetings in a reasonable amount of time before such meetings.
3.4.3 - In accordance with Section 3.4.2, there should be no less than four (4) scheduled meetings each calendar year, one of which may be the Annual Meeting of the PVAOC.  The meetings should be held mid-way between the regular PVAOC quarterly meetings.
3.4.4 - By a majority vote of its members, the PVAOC Executive Committee may meet in Closed Session for consideration of issues considered extraordinary in nature that may be potentially damaging to the reputation of an individual or the PVAOC.

3.4.5 - Special meetings may be called for by the PVAOC Chair or any member of the PVAOC Executive Committee.

3.4.6 –The PVAOC Secretary or the PVAOC Chair is responsible for notifying PVAOC members of the meetings.

3.4.8 – Only that business for which a special meeting was convened shall be transacted.

3.4.9 – For the official transaction of any PVAOC business to occur a majority of the PVAOC Executive Committee shall be present to constitute the necessary quorum.

3.5 – Order of Business

3.5.1 – At all meetings of the PVAOC Executive Committee the following is to be the order of business:

3.5.2 – Roll Call of Members Present
3.5.3 – Approval of Minutes of Preceding Meeting

3.5.4 – Financial Report
3.5.5 – Unfinished Business

3.5.6 – New Business

3.5.7 – Adjournment

3.5.8 – Reports and Minutes from the PVAOC should be available at every meeting.  Oral reports, in lieu of written reports, may be given at the meeting provided the PVAOC Chair has been notified three (3) days prior to the meeting.  If an oral report is given at the meeting, a written report should be received by the PVAOC Secretary within seven (7) days after the conclusion of the meeting. 

3.5.9 – Procedures:  The Order of Business may be changed by a simple majority vote of members present.  The current edition of Robert’s Rules of Order will be used as the general rules of order for the PVAOC Executive Committee meetings, except where they are in conflict with the provisions of these Operating Procedures or with the By-Laws of the PVA-USATF.  In such cases, these Operating Procedures are to prevail.  In the absence of a provision provided by these Operating Procedures, then the By-Laws of the PVA-USATF are to prevail. 

3.6 – Voting
3.6.1 – Each member of the PVAOC Executive Committee shall have one vote; there is no proxy voting.
3.6.2 – All decisions shall be by a simple majority of those voting.

Article 4 – ELECTIONS

4.1 – Schedule of Elections

Voting for all elected positions within the PVAOC except the PVA Officials Chair shall take place at the Annual Meeting of the PVAOC in even-numbered years and shall be administered by the Membership Chair of PVA-USATF or his/her representative.  The election of the PVA Officials Chair shall be according to the PVA by-laws.
4.2 – Nominations

4.2.1 – Nominations for each PVAOC elective office may be entertained from the PVAOC current membership prior to or at the PVAOC Annual Meeting.
4.2.2 – Any nominations for PVAOC elective office should be forwarded to the PVA-USATF Membership Committee Chair and the PVAOC Secretary in writing (either by mail or E-mail) no later than thirty (30) days prior to the PVAOC Annual Meeting occurring.  The nominee must indicate his/her acceptance in writing to the PVA-USATF Membership Chair and the PVAOC Secretary.
4.2.3 – Any nominations for PVAOC elective office made from the floor during the PVA-USATF Annual Meeting by the PVAOC general membership shall be properly seconded.  

4.2.4 – The nominee for PVAOC elective office need not be present but must indicate his/her consent in writing to be nominated for elective office.
4.2.5 – Ballots for PVAOC elective office shall be prepared by the PVA-USATF Membership Chair or his/her representative in accordance with the By-Laws of PVA-USATF.

.

4.3 – Voting

4.3.1 - Active Members constitute the voting membership of the PVAOC.  
4.3.2 - Each voting member shall have one vote; there is no voting by proxy.



4.3.5 - Voting for elective office shall be administered by the Membership Chair of the PVA-USATF in a manner prescribed by the By-Laws of the PVA-USATF; voting will occur during the Annual Meeting.

4.3.6 - The PVA-USATF Membership Chair will validate the return ballots. 

4.3.7 - A tie for any office will be broken by secret ballot of those members attending the Annual PVAOC Meeting.

4.3.8 - Any written secret ballots shall be held by the PVA-USATF Membership Chair for a period of fifteen (15) days from the count of the vote and then destroyed.

4.4 – Vacancies

4.4.1 – Except in the case of a vacancy for the office of PVAOC Chair, all other vacancies will be temporarily filled by appointment of the PVAOC Chair.  The appointment shall be made effective upon approval by the PVAOC Executive Committee.  The appointment shall last until the following PVAOC general meeting where a special election shall be convened to fill the vacancy or vacancies.  The first order of business shall be the conducting of the special election to fill the vacancy or vacancies of office or offices affected.
4.4.2 – A vacancy in the office of PVAOC Chair shall be filled temporarily by the Vice Chair of the PVAOC with the approval of the President of PVA-USATF. in accordance with the by-laws of PVA 
4.5 – Exclusivity

    4.5.1 – A PVAOC Officer can only hold one office.

Article 5 – DUTIES OF OFFICERS

5.1 – Chair

5.1.1 – Establish and maintain contact with the President of PVA-USATF and the Chair of the USATF NOC.
5.1.2 – Maintain liaison with all officers and Executive Committee members of the PVAOC throughout their term of office.

5.1.3 – Insure the dissemination of all information emanating from the USATF NOC either directly or through the NOC’s Sub-Committee Chairs.

5.1.4 – Preside over the PVAOC Annual Meeting, any regular Meetings, and Executive Committee Meetings.

5.1.5 – Appoint any Sub-Committees to assist in the carrying out of PVAOC business.

5.1.6 – Serve as an ex-officio member of all PVAOC Sub-Committees entitled with the right to vote. 

5.1.7 – Appoint any Active Member of the PVAOC to fill a vacancy in an elected PVAOC office to serve until the next PVAOC Annual Meeting.
5.1.8 – Authorize any and all expenditures for the PVAOC with the approval of the PVA-USATF Executive Board.

5.1.9 – Shall prepare an annual budget for approval for submition to the PVA Planning and Budget Committee for action by Executive Board of PVA-USATF according to PVA by-laws.
5.1.10 – May appoint an Appeals Panel  for the purpose of resolving disputes and concerns within the PVAOC that the PVAOC Executive Committee is unable to resolve.  The Appeals Panel is not a substitute for the PVA grievence procedure under its by-laws, but rather can serve as an informal approach to a resolution.
5.1.11 – Shall serve or appoint a PVAOC member to serve as a member of the PVA Planning and Budget Committee
5.1.12 – Appoints, with the PVAOC Executive Committee’s approval, additional representatives as allotted by the USATF NOC to the USATF NOC meetings at the USATF annual convention 
5.1.13 – Makes a list of Certified Officials within the PVAOC available as appropriate to PVA-OC members. As appropriate, secures the names of officials that are willing to officiate for those who have a need for the services of Certified Officials.

5.1.14 – Insures the dissemination of all information emanating from the USATF NOC as it pertains to certification and updates of the PVAOC certification procedures to the active membership.
5.1.15 – Maintains records of all members as they pertain to certification and/or membership status.
5.1.16 – Manages the official’s certification process.  This involves initiating officials clinics, recruiting instructors, securing facilities in areas representative of the membership, making tests available, collecting fees, taking credential’s pictures, grading tests, inputing official’s information into the PVA and USATF NOC databases, securing credentials from USATF NOC and distributing credential to certified officials.  This is an outreach function, and the OC Chair is expected to conduct a proactive process to advance the quality of officiating at as many area track meets as possible. This process also includes the advancement of members to higher certification levels upon review of respective member’s application for that particular certification level in addition to providing the required documentation that displays their competence at the certification level member is applying for.
5.1.17 – Is proactive in continuing education for current PVA Officials, setting up training sessions for the various events at convient times and locations to serve the membership.  This activity also includes the dissemination of all information pertaining to the training of officials from the USATF NOC is available to the active membership.

5.1.18 –Insures the coordination of all certification and training information between the PVAOC and the USATF NOC.

5.1.19 – Is empowered to delegate the certification and training duties and responsibilities to a Sub-Committee.

5.2 – Vice-Chair

5.2.1 – Represent the Chair of PVAOC in any capacity as directed by the Chair.

5.2.2 – Perform projects as directed by the Chair.

5.2.3 – In the case of the Chair vacation his/her position and if appointed by PVA President (PVA by-laws Article 9.E), call any scheduled meeting to order if a quorum is ascertained, and preside at that meeting.  .

5.2.4 – Assume the duties of the Chair if appointed by PVA President (PVA by-laws Article 9.E) in the event of any situation that incapacitates the Chair from performing those duties. 

5.3 – Secretary

5.3.1 – Serves as both the Recording and Corresponding Secretary of the PVAOC.  Keeps accurate written minutes of all meetings and provides them to the PVAOC Chair for posting on the PVA web site within 14 days following the meetings.
5.3.2 – Serves as the Custodian of all PVAOC records except those specifically assigned to others by the PVAOC Chair or those belonging to PVAOC Sub-Committees.

5.3.3 – Maintains a listing of existing PVAOC Sub-Committees and its members.  Presents the lists to the membership at the annual PVAOC meeting.
5.3.4 – Shall have at the Annual Meeting a copy of the current budget and the minutes of the PVAOC and its Executive Committee. With any amendments to these documents properly recorded.
5.3.6 – Have the current record books on hand at meetings and provide a method of making copies available at the request of the PVAOC Executive Council to PVAOC Members upon request.

5.3.7 -  Assist the Chair in the preparation of an agenda for the Annual Meeting, showing in exact order, under each appropriate heading, all matters in advance that are due for consideration or discussion, and a reconciliation of expenditures and budget for the year.

5.3.8 – Provide minutes of all meeting within fourteen (14) days of said meeting to the PVAOC membership, PVAOC Executive Committee, and/or PVA-USATF membership as appropriate.

5.3.9 – Perform other such duties normally associated with this office.   

5.4 – Members-At-Large

      5.4.1 – Represent the general membership of the PVAOC.

      5.4.2 – Carry out other duties as assigned by the PVAOC Chair. 


      5.4.3 -  Serve actively on PVAOC committee
Article 6 – AMENDMENTS

6.1 –These Operating Procedures can be amended at any PVAOC meeting or by mail or E-mail provided the following steps are taken as outlined in this Article. 

6.2 – Proposed amendments to these Operating Procedures must be submitted in writing to the PVAOC Secretary sixty (60) days prior to the date of the next PVAOC general meeting.
6.3 – The PVAOC Secretary shall submit all proposed amendments to the PVAOC membership for review at least thirty (30) days prior to the date of the next PVAOC general meeting.
6.4 – An affirmative vote of two-thirds (2/3) of the PVAOC membership in attendance shall be required to amend these Operating Procedures.

Article 7 –GRIEVANCE 
7.1 – Any member of the             PVAOC is entitled to 

file a grievance under Articles 16, 17, and 18 of the By-Laws of the PVA-USATF.  Likewise, any disciplinary action that is taken against a PVAOC member shall be in accordance with Article 15 of the PVA by-laws.
Article 8 – PARLIMENTARY AUTHORITY

The current edition of Robert’s Rule of Order shall be the basis of the general rules of conduct, except where such rules are in conflict with the provisions of these Operating Procedures or the By-Laws of the PVA-USATF, and, in such cases, the appropriate Policies shall prevail (e.g. By-Laws of USATF, Operating Procedures and Regulations of USATF, By-Laws of the PVA-USATF, Operating Procedures and Regulations of the PVA-USATF, and then these Operating Procedures).

Article 9 – CODE OF ETHICS AND RULES OF CONDUCT
A Code of Ethics and Rules of Conduct, are the same as for the USATF National OC and are published on its web site found at www.usatf.org. 
Article 10 – SAVING CLAUSE

Failure of literal or complete compliance with provisions of these Operating Procedures in respect to dates and times of notice or the sending or receipt of the same, or errors in phraseology of notices or proposals which, in the judgment of the members at meeting held do not cause substantial injury to the rights of members, shall not invalidate the actions or proceedings of the members at any such meetings. 

�I pulled the exact language from the PVA by-laws
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