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Purpose and Amendments 

These operating procedures apply to the Assistive Technology Advisory Council (ATAC) and 
its committees. This body acts as the Board of Directors for the Florida Alliance for Assistive 
Services and Technology (FAAST, Inc.) as defined in the Technology Related Assistance for 
Individuals with Disabilities Act of 1988, as amended in 2004 and created by, and further 
defined by Florida Statute 413.407. 

The governing body of FAAST shall be the ATAC. The ATAC shall be responsible for 
formulating all policies required to fulfill the purpose of FAAST, Inc. 

These operating procedures may be amended at any time by a simple majority of the ATAC 
in accordance with the decision-making procedures of these operating procedures. 

This manual supersedes all prior manuals. 
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Applicable Laws 

Laws Governing the ATAC 

Applicable laws governing members of ATAC shall govern their responsibilities and duties, 
both procedural and substantive, as members of the Board. 

Government-in-the-Sunshine Law 

The ATAC is subject to the Government in the Sunshine Law; organized pursuant to and for 
purposes consistent with the mandates of §413.407, F.S.; and otherwise established 
through a state public agency, originally the Florida Department of Labor and Employment 
Security, Division of Vocational Rehabilitation (DVR) in accordance with the Articles of 
Incorporation of the Florida Alliance for Assistive Services and Technology, Inc.; also subject 
to mandates within Chapter 617, F.S. inclusive of fines and penalties against board 
members. 

Florida's Government in the Sunshine Law, commonly referred to as the Sunshine Law, 
provides a right of access to governmental proceedings at both the state and local levels. 
The law is equally applicable to elected and appointed boards and has been applied to any 
gathering of two or more members of the same board to discuss some matter which will 
foreseeably come before that board for action. 

Meetings of the ATAC and its committees must be open to the public. Reasonable notice 
(defined by FAAST as seven calendar days) of such meetings must be given; and minutes of 
the meetings must be taken, promptly recorded and open to public inspection.   

ATAC members may not use e-mail, the telephone, fax, social media outlets, and other 
forms of communication to conduct a private discussion about board business. ATAC 
members may send a one-way communication to each other as long as the communication 
is kept as a public record and there is no response to the communication except at an open 
public meeting. Accordingly, any one-way communications (for example, one board 
member wants to forward an article to the board members for information) will be 
forwarded to the FAAST Executive Director, including communications to any FAAST staff, 
to be distributed by the FAAST Executive Director as applicable; and so these 
communications can be preserved as a public record as required as well as to help ensure 
that any response to the communication is made only at a public meeting as required.  

While an ATAC member is not prohibited from discussing ATAC business with staff or a 
non-board member, these individuals cannot be used as a liaison to communicate 
information between ATAC members.  For example, an ATAC member cannot ask staff to 
poll the other board members to determine their views on a board issue. ATAC members 
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are not prohibited from using written ballots to cast a vote as long as the votes are made 
openly at a public meeting, the name of the person who voted and their selection are 
written on the ballot, and the ballots are maintained and made available for public 
inspection in accordance with the Public Records Act. 

Any member of a board or commission or of any state agency or authority of a county, 
municipal corporation, or political subdivision who knowingly violates the Sunshine Law is 
guilty of a misdemeanor of the second degree. An unintentional violation may be 
prosecuted as a noncriminal infraction resulting in a civil penalty up to $500. 

Sunshine Law penalties can result in criminal penalties, removal from office, noncriminal 
infractions, attorney's fees, civil actions for injunctive or declaratory relief, validity of action 
taken in violation of the Sunshine Law and subsequent corrective action, and damages.  
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Code of Ethics 

Introduction 

The ATAC is responsible for governing and monitoring the business of FAAST, Inc. The ATAC 
members will generally carry out their governance roles by developing and monitoring 
policies with the ATAC’s work organized through committees. 

ATAC members of FAAST, Inc. are volunteers who must have a strong commitment to the 
wellbeing of FAAST, Inc. and adhere to legal principles including the duty of care, duty of 
loyalty, and duty of obedience. 

The duty of care requires board members to use reasonable care and good judgment in 
making their decisions on behalf of the interests of the organization and to be reasonably 
informed to participate in decisions of the board and to do so prudently and in good faith.  

The duty of loyalty requires board members to be faithful to the organization, avoiding 
conflicts of interest; and board members will exercise board activities as directors and 
officers in the interest of FAAST, Inc. and not in their own interest or the interests of 
another entity or person.  
The duty of obedience requires board members to comply with governing documents (i.e. 
articles of incorporation; bylaws; §413.407, F.S.; Assistive Technology Act of 2004 (P.L. 108-
364); Internal Revenue Code; and all other applicable state and federal laws, regulations, 
and guidelines). With board membership comes responsibility and accountability and the 
ATAC’s activities must not be in conflict with the best interests of the organization.  

Ethical Governance 

ATAC members are both liable and responsible for their conduct and decisions in their role 
as a FAAST board member. Board governance must always be ethical in all areas and also 
must be perceived to be ethical in all areas. The ethical operations of the entire 
organization will flow from standards set by procedure and leadership actuality through 
good governance. Proper ethical conduct of each ATAC member will determine the 
perception and the reality of the ethical conduct of the ATAC as a whole. Therefore, each 
ATAC member shall ensure that there is no conflict between the best interests of FAAST, 
Inc. and the self-interest of an ATAC member(s).  
Therefore, ATAC members understand that they are both liable and responsible for their 
conduct and decisions in their role as a FAAST board member and public officer; and this 
procedure will articulate standards to be adhered to that define standards of conduct and 
areas of ethical and unethical conduct by ATAC members. ATAC members are responsible 
for abiding by the code of ethics and codes of conduct for the ATAC; and are not to breach 
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ethical boundaries, either knowingly or unknowingly to the detriment of the organization, 
its membership and themselves. It is therefore incumbent on the ATAC to identify ethical 
guidelines to protect the sanctity of this organization and board members. These 
procedure standards provide guidelines regarding a code of ethics and codes of conduct to 
be adhered to by all board members. 

Personal and Professional Integrity 

All ATAC members act with honesty, integrity and openness in all their dealings as 
representatives of FAAST. FAAST promotes a working environment that values respect, 
fairness, and integrity. 

Adherence to Mission 

FAAST has a clearly stated mission and purpose, approved by the ATAC, in pursuit of the 
public good. All of its programs support that mission and all who work for or on behalf of 
FAAST understand and are loyal to that mission and purpose. The mission is responsive to 
the constituency and communities served by FAAST and of value to the society at large. 

Governance 

ATAC is an active governing body that is responsible for setting the mission and strategic 
direction of the organization and oversight of the finances, operations, and policies of the 
organization. ATAC: 

• Ensures that its members have the requisite skills and experience to carry out their 
duties and that all of its members understand and fulfill their governance duties 
acting for the benefit of the organization and its public purpose; 

• Has a conflict-of-interest policy that ensures that any conflicts of interest or the 
appearance thereof are avoided or appropriately managed through disclosure, 
recusal or other means; and 

• Is responsible for the hiring, firing, and regular review of the performance of the 
Executive Director, and ensures that the compensation of the Executive Director is 
reasonable and appropriate; 

• Ensures that the Executive Director and appropriate staff provide the governing 
body with timely and comprehensive information so that the governing body can 
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effectively carry out its duties; 

• Ensures that the organization conducts all transactions and dealings with integrity, 
transparency and honesty; 

• Ensures that the organization promotes working relationships with its Board 
members, staff, volunteers, and program beneficiaries that are based on mutual 
respect, fairness and openness; 

• Ensures that the organization is fair and inclusive in its hiring and promotion 
policies and practices for all ATAC, staff and volunteer positions; 

• Ensures that policies of the organization are in writing, clearly articulated and 
officially adopted; 

• Ensures that the resources of the organization are responsibly and prudently 
managed; and, 

• Ensures that the organization has the capacity to carry out its programs effectively. 

Legal Compliance 

The organization is knowledgeable of and complies with all laws and regulations. 

Responsible Stewardship 

FAAST and its subcontractors manage their funds responsibly and prudently. This should 
include the following considerations: 

• FAAST spends a reasonable percentage of its annual budget on programs in pursuit 
of its mission; 

• FAAST spends an adequate amount on administrative expenses to ensure effective 
accounting systems, internal controls, competent staff, and other expenditures 
critical to professional management; 

• FAAST compensates staff, and any others who may receive compensation, 
reasonably and appropriately; 

• FAAST does not accumulate operating funds excessively; 

• FAAST ensures that all spending practices and policies are fair, reasonable and 
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appropriate to fulfill the mission of the organization; and, 

• All financial reports are factually accurate and complete in all material respects. 

Openness and Disclosure 

FAAST provides comprehensive and timely information to the public, the media, and all 
stakeholders and is responsive in a timely manner to reasonable requests for information. 
All information about the organization will fully and honestly reflect the policies and 
practices of the organization. Basic informational data about the organization, such as the 
Form 990, reviews and compilations, and audited financial statements will be posted on 
FAAST’s website or otherwise available to the public. All financial, organizational, and 
program reports will be complete and accurate in all material respects. 

Program Evaluation 

FAAST regularly reviews program effectiveness and has mechanisms to incorporate lessons 
learned into future programs. The organization is committed to improving program and 
organizational effectiveness and develops mechanisms to promote learning from its 
activities and the field. FAAST is responsive to changes in the AT field and is responsive to 
the needs of its constituencies. 

Inclusiveness and Diversity 

FAAST has a policy of promoting inclusiveness and its staff, ATAC and volunteers reflect 
diversity in order to enrich its programmatic effectiveness. The organization takes 
meaningful steps to promote inclusiveness in its hiring, retention, promotion, board 
recruitment and constituencies served. 

Prohibition of Personal or Political Agendas 

FAAST must always operate in a non-partisan manner and is prohibited from engaging in 
politics and will work only to educate and advocate positions approved by the full ATAC, 
which must be in accordance with lawful requirements.  

In accordance with the Florida Alliance for Assistive Services and Technology, Inc.’s Articles 
of Incorporation, Section 3, “No substantial part of the activities of the corporation shall be 
the carrying on of propaganda or otherwise attempting to influence legislation, and the 
corporation shall not participate or intervene in (including the publishing or distribution of 
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statements) any political campaign on behalf of or in opposition to any candidate for 
political office. Notwithstanding anything in these Articles of Incorporation to the contrary, 
this corporation shall not engage in any activities or exercise any powers that are not in 
furtherance of the purposes of this corporation.” 

FAAST and other section 501(c)(3) organizations are absolutely prohibited from directly or 
indirectly participating in, or intervening in, any political campaign on behalf of (or in 
opposition to) any candidate for elective public office. Contributions to political campaign 
funds or public statements of position (verbal or written) made on behalf of the 
organization in favor of or in opposition to any candidate for public office clearly violate the 
prohibition against political campaign activity. Violating this prohibition may result in denial 
or revocation of tax-exempt status and the imposition of certain excise taxes in accordance 
with Internal Revenue Code (26 U.S.C. §501(c)(3)).    

Violation Disclosure 

All ATAC members shall abide by and comply with the FAAST Code of Ethics. If any ATAC 
member that believes they have discovered a matter that appears to violate the FAAST 
Code of Ethics, they have a duty to report the matter. ATAC members shall report the 
matter to the Executive Director or one Co-Chair of the ATAC. FAAST has a Whistleblower 
Policy to ensure that ATAC members will not be discriminated or retaliated against when 
reporting a genuine concern or complaint. 
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Code of Conduct 

Introduction 

The ATAC Code of Conduct serves as the code of conduct for volunteers in their capacity as 
board members. Code of conduct violations may result in sanctions imposed under the 
procedures of ATAC member conduct. The principles and requirements that comprise the 
code and procedures are designed to ensure full compliance by ATAC with the 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 law, regulations and the Reference Guide for State 
Expenditures, tort law, and other legal precepts and prohibitions. 

The code of conduct and procedures are not designed to supplant courts of law, the Florida 
Commission on Ethics, or other official bodies set in authority as are required to uphold the 
law in the resolution of disputes. Moreover, the checks and balances built into the ATAC 
code of conduct and procedures are designed to strike a proper balance between ensuring 
full compliance with the legal obligations described herein while ensuring the integrity and 
efficacy of this code of conduct as well as the protection of ATAC members, through the 
use of reasonable procedures to help avoid significant business or personal harm if not 
properly handled through a code of conduct procedure. ATAC members affirm their 
endorsement of the code of conduct and acknowledge their commitment to uphold its 
principles and obligations by accepting and retaining membership on the ATAC. 

ATAC Code of Conduct 

Members of the ATAC shall at all times abide by and conform to the following code of 
conduct in their capacity as board members: 

• The ATAC must act at all times in the best interests of the FAAST organization and 
not for personal or third-party gain or financial enrichment. When encountering 
potential conflicts of interest, board members will always publicly identify any 
conflict of interest and, as required, remove themselves from all discussion and 
voting on the matter. Specifically, ATAC members shall follow these guidelines: 

o No ATAC member shall engage in or facilitate any discriminatory, 
intimidating, or harassing behavior directed toward ATAC members, the 
FAAST Executive Director, FAAST staff, meeting attendees, subcontractors, 
exhibitors, advertisers, sponsors, suppliers, any contractors, or any others in 
the context of activities relating to the FAAST organization; 
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o ATAC members will not place (and avoid the appearance of placing) 
individual ATAC member or ATAC members’ self-interest or any third-party 
interest above that of the FAAST organization; 

o ATAC members will not abuse board membership by improperly using board 
membership or the FAAST organization's staff, services, equipment, 
resources, or property for personal or third-party gain; ATAC members shall 
not represent to third parties that their authority as an ATAC member 
extends any further than that which it actually extends; 

o The ATAC adheres to their role and responsibility to govern while respecting 
the FAAST Executive Director’s role and responsibility to manage; and ATAC 
members will not individually engage in any activities that would directly or 
indirectly materially adversely affect the management of the FAAST 
organization; 

o Unless otherwise authorized by state law and regulation, ATAC members 
shall 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 FAAST organization; and 

o ATAC members shall not provide goods or services to the FAAST organization 
as a paid vendor to the FAAST organization unless, and only through full 
disclosure to, and advance approval by, the ATAC, and pursuant to any 
related procedures adopted by the ATAC and in compliance with federal and 
state law and regulation.  

• Each ATAC member will ensure that their board membership with the FAAST 
organization remains in good standing at all times.  Furthermore, each ATAC 
member 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 FAAST 
organization when requested to do so by those institutions and their persons set in 
authority as are required to uphold the law. 

Board members serve as individuals, and the effectiveness of any vote or action they take 
as an ATAC member should not depend on whether it was directed by any other person or 
entity or was contrary to the instructions or interests of any other person or entity. ATAC 
members must represent the interests of FAAST, Inc. above personal interests, and must 
not allow membership on other boards or groups to supersede the role of an ATAC 
member of FAAST, Inc. ATAC members will conduct the business affairs of FAAST, Inc. in 
good faith and with honesty, integrity, due diligence, and reasonable competence.  

ATAC members will exercise proper authority and good judgment in their dealings with the 
FAAST Executive Director, FAAST staff, suppliers, and the general public and will respond to 
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the needs of the FAAST organization's members in a responsible, respectful, and 
professional manner. 

No ATAC member will use any information provided by the FAAST organization or acquired 
as a consequence of the ATAC member's service to the FAAST organization in any manner 
other than in furtherance of their board duties. Further, no ATAC member will misuse 
FAAST organization property, funds or other resources and will at all times keep the FAAST 
organization's property, funds or other resources secure and not allow any person not 
authorized by the ATAC to have or use such resources.  

Each ATAC member will use their best efforts to regularly participate in ATAC and 
committee meetings and professional development activities and will perform their 
assigned duties in a professional and timely manner pursuant to the ATAC’s direction and 
oversight. ATAC members must act as a group; therefore, it is critical that ATAC members 
attend all meetings of the ATAC as the ATAC may elect to act – upon majority vote - to 
remove a member from the ATAC for prolonged unexcused absences in accordance with 
conditions of FAAST Bylaws. In order for ATAC members to make prudent decisions for 
FAAST and comply with their legal obligations it is important that they remain informed 
with applicable law and regulation requirements; and in furtherance, ATAC members 
should review all materials supplied to them and if needed request additional information. 

The ATAC dedicates itself to leading by example in serving the needs of the FAAST 
organization and its members and also in representing the best interests and ideals of the 
purpose and mission of FAAST.   

No ATAC member shall persuade or attempt to persuade any ATAC member, the FAAST 
Executive Director or staff, subcontractor, exhibitor, advertiser, sponsor, subscriber, 
supplier, any contractor, or any other person or entity with an actual or potential 
relationship to or with the FAAST organization to terminate, curtail, or not enter into its 
relationship to or with the FAAST organization, or to in any way reduce the monetary or 
other benefits to the FAAST organization of such relationship. 

ATAC members will be respectful of each other and will not use ATAC meetings to upstage 
or embarrass colleagues. ATAC members will respectfully consider the opinions of others 
during deliberations and strive for integration of viewpoints or consensus building in 
decision-making. 
ATAC members will respect and support the final judgment of the ATAC in regard to its 
decisions. Individual ATAC members should act only as a full ATAC and not unilaterally 
unless instructed by the full ATAC to do so. Individual ATAC members must support the 
decisions of the full ATAC in public, even if they disagreed when those decisions were 
made.  Should they feel so strongly about an issue that they feel they must speak out 
publicly they must leave the ATAC. 
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Conflict of Interest Policy 

Introduction 

The purpose of the conflict of interest policy is to protect the tax-exempt status of FAAST 
when it is contemplating entering into a transaction or arrangement that might benefit the 
private interest of an ATAC member or might result in a possible excess benefit 
transaction. This policy is intended to supplement but not replace any applicable state and 
federal laws. 

The ATAC’s conflict of interest standards shall comply with all applicable state and federal 
requirements and include, but not be limited to, the FAAST Bylaws; applicable 
requirements of Chapter 617 (Corporations Not For Profits), F.S.; Chapter 286 (Public 
Business: Miscellaneous Provisions), F.S.; Chapter 496 (Solicitation of Funds), F.S.; Internal 
Revenue Manual; Education Department General Administrative Regulations (EDGAR) 34 
CFR Part 74-Administration of Grants and Agreements with Institutions of Higher 
Education, Hospitals, and Other Non-profit Organizations; OMB A-110 (Codes of conduct); 
and define standards of conflict of interest and the process to manage conflicts as well as 
how the nonprofit determines whether board members have a conflict of interest.  

Types of Conflicts 

Financial Interest: A person has a financial interest if the person has, directly or indirectly, 
through business, investment, or family: 

• An ownership or investment interest in any entity with which the organization has a 
transaction or arrangement, 

• A compensation arrangement with the organization or with any entity or individual 
with which the organization has a transaction or arrangement, or 

• A potential ownership or investment interest in, or compensation arrangement with, 
any entity or individual with which the Organization is negotiating a transaction or 
arrangement. 

Compensation: Direct and indirect remuneration, as well as gifts or favors that are not 
insubstantial. A financial interest is not necessarily a conflict of interest. 
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Conflict Disclosure 

This conflict of interest procedure requires ATAC members with a conflict (or who think 
they may have an actual or perceived conflict) to disclose the conflict/potential conflict, and 
the ATAC shall prohibit ATAC members from voting on any matter that gives rise to a 
conflict between their personal interests and the interest of FAAST, Inc. 

Addressing the Conflict 

The ATAC member with a conflict may make a presentation at an ATAC meeting, but after 
the presentation, they may leave the meeting during the discussion of, and the vote on, the 
transaction or arrangement involving the possible conflict of interest. 

The Co-Chairs shall, if appropriate, appoint a disinterested ATAC member to investigate 
alternatives to the proposed transaction or arrangement. 

After exercising due diligence, the ATAC shall determine whether FAAST can obtain with 
reasonable efforts a more advantageous transaction or arrangement from a person or 
entity that would not give rise to a conflict of interest. 

If a more advantageous transaction or arrangement is not reasonably possible under the 
circumstances not producing a conflict of interest, the ATAC shall determine by a majority 
vote whether the transaction or arrangement is in the FAAST’s best interest, for its benefit, 
and whether it is fair and reasonable. In conformity with the above determination, it shall 
make its decision as to whether to enter into the transaction or arrangement. 

Recording of Conflict 

Minutes of ATAC and committee meetings shall reflect that board members were asked to 
disclose if they believe they have any conflict of interest or perceived conflict of interest 
with any items on the agenda.  Minutes of board meetings shall reflect when a board 
member discloses that they have a conflict of interest and the minutes should also reflect 
how the conflict of interest was managed, such as that there was a discussion on the 
matter without the ATAC member in the room, and that a vote was taken but that the ATAC 
member or members with a conflict abstained. 
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Violations of Policy 

If the ATAC has reasonable cause to believe an ATAC member has failed to disclose actual 
or possible conflicts of interest, it shall inform the ATAC member of the basis for such belief 
and allow the ATAC member to explain the alleged failure to disclose. 

If, after hearing the ATAC member’s response and after making a further investigation as 
warranted by the circumstances, the ATAC determines the ATAC member has failed to 
disclose an actual or possible conflict of interest, it shall take appropriate disciplinary and 
corrective action. 

Annual Statement 

The ATAC shall require an annual conflict of interest disclosure questionnaire that requires 
board members to disclose existing conflicts and reminds them to always disclose any that 
may evolve in the future. 
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Whistleblower Policy 

Introduction 

The purpose of this policy is to outline the protections afforded to ATAC members 
reporting violations or suspected violations of FAAST board-approved policies as well as 
state and federal regulations. 

A whistleblower is a person or entity that makes a complaint relating to a protected 
disclosure. 

Protected Discloure 

Protected disclosures include the following: 

• Reporting any violation or suspected violation of any federal, state, or local law, rule, 
or regulation committed by an ATAC member, 

o the violation creates and presents a substantial and specific danger to the 
organization, and 

• Reporting any act or suspected act of gross mismanagement, malfeasance, 
misfeasance, gross waste of public funds, suspected or actual fraud or abuse, or 
gross neglect of duty committed by an ATAC member. 

Policy 

It is the policy of FAAST to protect Members acting in the capacity of a Whistleblower.  Any 
Member suspecting, in good faith, a violation must report the violation and that they shall 
be able to do so without fear of retaliation, harassment, or dismissal. 

Duty to Report 

An ATAC member must disclose the violation to the ATAC co-chairs. If the ATAC member is 
unable for any reason to contact these individuals, or if the ATAC member has not received 
an initial response within five (5) business days after reporting any actions of what the 
ATAC member perceives to be a violation, the ATAC member should contact the Florida 
Division of Vocational Rehabilitation Direct, Allison Flanagan. 
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Allison Flanagan, MRC, CRC 
DOE-Division of Vocational Rehabilitation 
Division Director 
4070 Esplanade Way - Room 280P 
Tallahassee, FL 32399-7016 
Phone: 850-245-3285 / Fax: 850-245-3382 
Email: Allison.Flanagan@vr.fldoe.org 

False Allegations 

Protection under this policy does not extend to false or bogus allegations knowingly made 
by a whistleblower. The ATAC member making allegations in bad faith or intention may be 
subject to disciplinary actions. 
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ATAC Expense Reimbursement 

Pre-authorization from the Executive Director is required for employees to be reimbursed 
for all out of pocket and travel expenses. Pre-authorization may be verbal or written. 

The Co-chairs pre-authorize employee reimbursement for the Executive Director. 

Reimbursement requests must be approved by the Executive Director or Co-chairs if the 
request has come from the Executive Director. 

State travel documents (authorization and voucher) are required to be reimbursed for any 
expenses caused by travelling on behalf of FAAST business. FAAST follows the Florida 
Department of Education Travel Manual for all travel expenses and reimbursements. 

An reimbursement form must be completed for all other authorized expenses. 

Receipts or verification of the expense (such as a copy of a credit card statement) are 
required for reimbursements. 

Reimbursement requests must be submitted within 30 days of the expense date to be 
considered valid. Any reimbursement requests received after 30 days will not be 
processed. 

Reimbursement requests must be sent to FAAST accounting staff for processing and 
payment distribution. 

Personal Care Assistance Policy 

ATAC members may require personal care assistance, either for themselves or for a family 
member, in order to travel on ATAC/FAAST business. ATAC members are encouraged to 
utilize other reimbursement options first, if they are available. However, reimbursement of 
expenses for travel on ATAC/FAAST business are available and may include a personal care 
attendant (PCA), if necessary, and the costs reimbursed, as delineated below, following the 
ATAC’s travel policy and procedures. FAAST will not reimburse expenses reimbursed by 
another agency or entity. Services of a personal care attendant will be arranged for and 
paid by the ATAC member receiving services. Family members may serve and be paid as a 
PCA. 

A Request for Reasonable Accommodation Form and Agreement for Personal Care 
Assistance must be completed prior to securing travel arrangements for the ATAC 
member. 

1. Payment 
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Payment for services will be reimbursed to the ATAC member for a personal care 
attendant on an hourly basis, at the rate the member customarily pays, but not to 
exceed $20 per hour or $120 per 24-hour period. PCAs will not be reimbursed for 
hours not in attendance. 

Documentation of services shall be presented on the Invoice for Personal 
Care and all documentation must be dated and signed by the individual 
rendering the services and also by the ATAC member. 

2. Car rental 

Car rental is for the accommodation of the ATAC members. Rental cars must 
be available at all times for use of ATAC members. Only the ATAC member or 
PCA should drive rental cars. 

3. Property Damage 

Damage to the property of the hotel, rental car/van or personal property by 
the PCA is the sole responsibility of the PCA. 

4. PCAs shall sign off on a PCA agreement between the ATAC member once 
each year before reimbursement is made. This agreement shall reflect the 
expectations of the PCA and the requirements for payment as set forth in 
this policy. 

5. PCA shall not bring family or friends with them when working. 

6. Other Personal Assistance Needs 

Other necessary personal assistance, such as skilled nursing care, may also 
be needed for a family member to enable an ATAC member to travel on 
ATAC/FAAST business. The policies and expectations above would apply, if 
pertinent. If specialized personal assistance, such as skilled nursing care is 
necessary, these services will be paid at a rate not to exceed the State 
Medicaid rate for the Medicaid Waiver rate for that particular service. 

7. An ATAC member may get pre-approval from the FAAST Executive Director to 
exceed the payment limit, if there is a hardship or special circumstances. 

Expectations 

Personal care attendants report directly to the ATAC member. Specific personal 
services for the individual ATAC member are not addressed here, but should be 
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provided, according to the ATAC member’s needs, at a level to allow the member to 
fully participate in the planned activity and be comfortable. 
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ADA Accommodations 

Pursuant to the Americans with Disabilities Act, accommodations for persons with 
disabilities are available upon request. If you have a disability and require a reasonable 
accommodation to fully participate in an ATAC meeting or event, please contact the FAAST 
Executive Director to discuss accessibility needs. Please allow at least 5 business days' 
notification to process: last minute requests will be accepted but may not be possible to 
fulfill. 
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Executive Director Search Procedures 

Assign Responsibility for the Hiring Process 

The Search Committee – The ATAC shall create an ad hoc search committee to lead the 
hiring process. This committee is made up of ATAC members but may also include an 
outside member. 

• The Committee should consist of people with personnel skills, knowledge about the 
organization, and experience with interviewing. All members should be people who 
genuinely support the mission and vision of the organization. Some members of the 
search committee should be willing to sit on the board for at least the next year. By 
making this commitment, these members will be able to provide continuity during 
the transition period in the organization. If the ATAC lacks a personnel management 
specialist/Human Resource specialist, the ATAC shall request the assistance of a 
knowledgeable representative from DOE/VR who can be invited to be a part of the 
search committee. 

Committee and Assigned Authority 

• The search committee shall be provided with the resources necessary to conduct a 
thorough and effective search. The search committee shall not be empowered with 
the unilateral authority to negotiate compensation or benefits beyond those 
described in the position description. 

• The ATAC members assigned to the search committee have the necessary authority 
and responsibility to conduct the search process. The ATAC shall empower the 
committee to conduct the search, and then to bring its recommendations to the 
ATAC for final approval. 

Role of FAAST Staff 

The ATAC has a responsibility to keep the staff up-to-date about the progress of the search 
for the Executive Director. Staff may be invited to help assess the issues facing the 
organization, as well as to provide input on the characteristics and skills needed by the 
Executive Director to meet this challenge. However, staff has no role in the final selection 
process. It is important to avoid a situation in which staff hires their supervisor. 
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Role of the Exiting Executive Director 

There are many reasons that an Executive Director may be leaving an organization. They 
may leave of their own choice, or at the request of the ATAC. If the Executive Director is 
leaving under positive circumstances, they may be involved in helping to determine the 
future strategic challenges facing a new Executive Director. For a fresh outlook for the 
organization, avoid the situation in which the exiting executive director hires their 
replacement. 

Review the Executive Director’s Job Description 

The search committee will review the job description prior to commencing any search to 
make sure that it meets the current needs of the organization. The job description shall be 
approved by the ATAC prior to commencing the search process. 

Identify Emerging Strategic Challenges 

After reviewing the strategic plan, the search committee identifies specific strategic 
challenges that the organization is facing. Staff, volunteers, and the ATAC may wish to have 
an opportunity to review these challenges. The search committee’s task is to find the 
person with the appropriate knowledge, skills, attitudes, and experience to meet these 
challenges. 

Set Timelines for the Process 

The search committee sets up a process that moves forward steadily without rushing. Set a 
schedule that considers the resources and time availability of the committee members. The 
committee needs to prepare information for the interviews before advertising the job 
opportunity. 

It will be advantageous to think about the schedule from the point of view of the applicants 
for the position. If there is too long a period between the application deadline and the 
committee’s decision, a good applicant may feel that the organization is not acting in a 
professional and timely manner. 
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Conduct Pre-Interview Activities 

There are a number of tasks that the committee needs to complete before advertising the 
position. There is often a temptation to post the job immediately, and to assume that there 
will be enough time to prepare for the interviews later. However, the hiring process will 
proceed more efficiently and effectively if the committee takes the time to prepare all 
information thoroughly prior to advertising the job. 

• Review the Job Description 

• Review Salary and Benefits 

o If the same Executive Director has been with the organization for a number 
of years, the search committee needs to review the salary and benefits 
package for the Executive Director. Contacting similar organizations to 
compare the current range of salaries and benefits can be beneficial. 

o If the committee feels the organization has not kept pace with current salary 
levels, consider a plan how to go about attracting the right candidate. If the 
resources are not in place to increase the salary, consider the following 
enhancements to a modest salary: 

 Increasing the number of holidays 

 Reducing the total number of workdays per month 

 Offering a schedule with greater flexibility in working hours 

 Providing matching pension contributions 

 Providing funding for courses and/or conferences that relate to the 
work 

 Providing funding for personal interest courses and/or conferences 

 Providing services for family members, such as a discount on a camp 
for children 

See the Change as a Positive Opportunity 

• Hiring a new Executive Director is an opportunity to move the organization in a new 
direction. Focus on recruiting for the skills needed for the new direction that is 
ahead, rather than simply replacing the exiting Executive Director. Before 
interviewing any candidates, take time to talk about the emotions, both positive and 
negative, that this kind of change in the organization can bring to the surface for the 
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ATAC, staff, and volunteers. 

Establish a Candidate Rating Sheet 

• The search committee establishes a list of qualities and experiences that candidate 
must have in order to be successful, based on the identified needs of the 
organization. Prioritize this list into two categories: qualities and experiences that 
the candidate must have, and qualities and experiences that would be nice to have 
in a candidate. 

• Based on the must have and nice to have qualities and experiences that the 
committee will be seeking in an Executive Director, create a candidate rating sheet 
that identifies the qualification requirements for the successful candidate. Use this 
rating sheet to: 

o Prepare the job posting 

o Eliminate candidates who do not meet the basic requirements 

o Rank candidates for the selection process, and identify candidates to be 
interviewed 

o Rate the candidates after the interview 

Consider Internal Candidates 

• There may be qualified and suitable candidates within the organization who are 
interested in the position. In some circumstances, an Interim Executive Director 
from within the organization may be in place. The search committee needs to give 
thoughtful and diplomatic treatment to internal candidates. Identify potential 
difficulties, and to make plans for handling these issues tactfully. One of the 
commonly experienced outcomes of a change in the Executive Director is the loss of 
staff, whether or not they were candidates for the Executive Director’s position. 

• Several Scenarios to consider: 

o Will the committee conduct courtesy interviews for all internal candidates? 

o Would the internal candidate be able to make the transition to supervisor if 
s/he were a former staff member, or board member, or volunteer? 

o Would an unsuccessful internal candidate be able to support a new Executive 
Director? 

o Is it appropriate for the committee to announce that it will be hiring only 
from outside the organization? 
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Prepare Interview Questions 

• When creating the interview questions, consider the following: 

o Have the committee members agreed to the key concepts that they expect 
candidates to address when answering the questions? 

o How does the committee expect the candidate to explain how they would 
move the organization towards the vision? 

o How does the committee expect the candidate to demonstrate that they 
have the skills, qualities, and experience to meet the organization’s strategic 
challenges? 

o Are there any case studies, based on the organization’s experiences, that will 
help the committee understand how a candidate might respond in a given 
situation? 

Equal Opportunity Employment 

• As the search committee prepares the hiring process, they must ensure they are 
abiding by state and federal law, including, but not limited to, Title VII of the Civil 
Rights Act of 1964, Age Discrimination in Employment Act of 1967, and the 
Americans with Disabilities Act. 

Advertise the Position 

Prepare the Job Posting 

• The search committee prepares the job posting, based on the job description and 
the list of qualifications identified in the candidate rating sheet. Analyze the career 
sections in several previous issues of the newspaper/newspapers to identify 
advertisements that can be used as models for the job posting. 

• Choose wording carefully. Include information that is attractive to the kind of 
person in which the organization is seeking in order to screen out unqualified 
applicants. The ad may attract the attention of more appropriate candidates if a few 
lines about the strategic direction of the organization are included, along with the 
qualifications that are must haves. The committee will need to make a decision to 
include or exclude the salary range. 

• Be prepared to give interested candidates an information kit with an updated job 
description and general information about the organization. Have these information 
kits prepared before posting the job. Candidates that are selected for interviews 
may ask to receive more information, such as audited financial statements, bylaws, 
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and strategic planning documents. 

Work the Network 

• The committee will decide how wide the search will be: local, provincial, national, or 
international, and then will create a list of places to post the job. Fax and mail copies 
of the job posting to related agencies to make sure that as many people as possible 
know that your organization is hiring a new Executive Director. Sometimes the 
informal communication networks can yield a first class-candidate for the position 
that advertising in the traditional places might have missed. 

Consider the expense involved in advertising the position. Based on the budget, consider 
the following options: 

• Newspapers (daily and weekly) 

• Newsletters (community, special interest groups, voluntary sector, constituency) 

• Magazines or publications for the not-for-profit sector 

• Bulletin boards (employment offices, educational institutions, community and 
service organizations) 

• Electronic bulletin board services 

• Related agencies and organizations 

• Television and radio announcements for not-for-profit organizations 

• Internal communications 

Select Candidates for Interviews 

At the closing date, the committee screens the applications, using the set of guidelines on 
the rating sheet. Eliminate applications due to a lack of qualifications. 

Courtesy Builds Support 

• Currently, there is a practice to state in the advertisement that only candidates 
invited to an interview will be contacted. However, it is a good idea to send a 
courteous letter of rejection to candidates who do not meet the minimum 
requirements. The letter can be worded so that, in addition to letting the individual 
know about the status of the application, a community of support can be built for 
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the organization. 

Interview the Candidates 

Telephone Pre-Screen 

• Before setting up formal interviews, some organizations choose to prescreen 
candidates by telephone, using a standard set of questions. Before pre-screening: 

o Get to know the candidate 

o Be more prepared for the formal interview 

o Decide whether or not the committee still wishes to invite the candidate for 
formal interview 

• A telephone interview is also a diplomatic way to provide a courtesy interview to 
someone the committee would not hire, but cannot afford to offend. Decide 
whether or not telephone pre-screening is beneficial to the hiring process.  

Schedule Interviews 

• Set an interview schedule that allows for both the candidate and the committee to 
relax and get to know each other, without feeling too pressured by the clock. Avoid 
scheduling interviews too close together. Consider spending extra time with a 
promising candidate, making sure that a good candidate is not waiting more than 10 
or 15 minutes. It is a good idea to schedule time between each interview to allow for 
some flexibility, and to give committee members time to write down notes about 
the candidate. 

Set the Right Atmosphere 

• The purpose of the interview is to find out what skills, qualities, and attributes the 
candidate possesses that will move your organization towards its mission. However, 
interviews can be stressful, so it is important to work towards a positive experience. 
One thing that can help is to set up a location that is private, relaxed, and 
comfortable. During the interview, practice good communication by allowing time 
for the candidate to clarify the questions that are asked, and for committee 
members to clarify information that the candidate presents. 

Interview Performance Indicators 

• Selecting the final candidate, based only on their performance at the employment 
interview, may not be the wisest decision. Some of the best Executive Directors are 
not silver-tongued in a job interview setting, but they can prove to be inspired 
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leaders when they speak on behalf of their organizations. 

• While the interview is very important, other pieces of the puzzle need to fit; for 
example, the candidate’s volunteer work in the community, their commitment to 
personal professional development, and their skill in networking. As well as being 
able to say what they can do, they need to demonstrate how their professional 
history and achievements support their words in the interview. 

Look and listen for the links 

• During the interview, listen to how the candidate’s answers connect to what is listed 
on their resume. Consider the following: 

o Does a clear link exist between what they say and what they list so in the 
resume? 

o Is there a linkage in the information gained in the telephone pre-screen 
interview and what they say in the formal interview? 

o Be sure to check references before making a final decision. Do the 
candidate’s references support the experience and skills that they 
represented in the interview? 

Make the Job Offer 

When the search committee has settled on a final candidate, with the advice and consent 
of the ATAC, then they make the job offer. Be sure to include information such as the salary 
and increment schedule, benefits, holidays, and the probation period. Provide other useful 
information, such as the organization’s operational hours. 

The new Executive Director needs to know who will be managing their performance during 
the transition period, as well as the plans for this transition period. Be prepared to provide 
other information about the organization that the new Executive Director may need, such 
as the procedure manual, audited financial statements, bylaws, and strategic planning 
documents. 

Once the new Executive Director has accepted the position, remember to send letters to all 
of the candidates interviewed, thanking them for their time and interest in the 
organization. 
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Welcome the new Executive Director 

The search committee needs to plan several strategies for helping the new Executive 
Director to move into the organization. These include: 

• Announcing the appointment within the organization 

o Discuss ways to introduce the Executive Director to staff and volunteers 
within the organization. For example, an ATAC member may announce the 
appointment to staff, and then be on hand to make introductions on the 
Executive Director’s first day. If the organization has a newsletter, there can 
be a short article about the new Executive Director. An informal event can 
also be held that gives staff, board members, and volunteers in the 
organization an opportunity to meet the new Executive Director. 

• Announcing the appointment to the community 

o Plan a communication strategy for announcing the appointment to the larger 
community. Place an announcement in the newspaper. If your organization 
has close associations with other organizations, send them a special 
announcement. Consider hosting an open house to introduce the new 
Executive Director to the community. 

• Orienting the new Executive Director 

o The way in which the committee provides orientation for the new Executive 
Director can establish a positive working relationship between the ATAC and 
staff. The committee needs to create a support system that helps the 
Executive Director to learn about the organization and to become familiar 
with the position. 

The search committee assists the co-chairs of ATAC in setting up a series of meetings with 
the Executive Director to: 

• Identify resource people for the Executive Director to contact for information during 
the transition period. 

• Establish a reasonable number of short-term goals for the probationary period, and 
to discuss how progress will be monitored 

• Confirm a review date at the end of the probationary period, and to discuss the 
process for either confirming the permanent appointment of the Executive Director 
or dismissing them from the job 

• Establish long-term goals that will be used in the annual performance appraisal 
process 
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	o The ATAC adheres to their role and responsibility to govern while respecting the FAAST Executive Director’s role and responsibility to manage; and ATAC members will not individually engage in any activities that would directly or indirectly material...
	o Unless otherwise authorized by state law and regulation, ATAC members shall 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...
	o ATAC members shall not provide goods or services to the FAAST organization as a paid vendor to the FAAST organization unless, and only through full disclosure to, and advance approval by, the ATAC, and pursuant to any related procedures adopted by t...

	 Each ATAC member will ensure that their board membership with the FAAST organization remains in good standing at all times.  Furthermore, each ATAC member will at all times obey all applicable federal, state and local laws and regulations; and will ...

	Board members serve as individuals, and the effectiveness of any vote or action they take as an ATAC member should not depend on whether it was directed by any other person or entity or was contrary to the instructions or interests of any other person...
	ATAC members will exercise proper authority and good judgment in their dealings with the FAAST Executive Director, FAAST staff, suppliers, and the general public and will respond to the needs of the FAAST organization's members in a responsible, respe...
	No ATAC member will use any information provided by the FAAST organization or acquired as a consequence of the ATAC member's service to the FAAST organization in any manner other than in furtherance of their board duties. Further, no ATAC member will ...
	Each ATAC member will use their best efforts to regularly participate in ATAC and committee meetings and professional development activities and will perform their assigned duties in a professional and timely manner pursuant to the ATAC’s direction an...
	The ATAC dedicates itself to leading by example in serving the needs of the FAAST organization and its members and also in representing the best interests and ideals of the purpose and mission of FAAST.
	No ATAC member shall persuade or attempt to persuade any ATAC member, the FAAST Executive Director or staff, subcontractor, exhibitor, advertiser, sponsor, subscriber, supplier, any contractor, or any other person or entity with an actual or potential...
	ATAC members will be respectful of each other and will not use ATAC meetings to upstage or embarrass colleagues.  ATAC members will respectfully consider the opinions of others during deliberations and strive for integration of viewpoints or consensus...


	Conflict of Interest Policy
	Introduction
	The purpose of the conflict of interest policy is to protect the tax-exempt status of FAAST when it is contemplating entering into a transaction or arrangement that might benefit the private interest of an ATAC member or might result in a possible exc...
	The ATAC’s conflict of interest standards shall comply with all applicable state and federal requirements and include, but not be limited to, the FAAST Bylaws; applicable requirements of Chapter 617 (Corporations Not For Profits), F.S.; Chapter 286 (P...

	Types of Conflicts
	Financial Interest: A person has a financial interest if the person has, directly or indirectly, through business, investment, or family:
	Financial Interest: A person has a financial interest if the person has, directly or indirectly, through business, investment, or family:
	 An ownership or investment interest in any entity with which the organization has a transaction or arrangement,
	 A compensation arrangement with the organization or with any entity or individual with which the organization has a transaction or arrangement, or
	 A potential ownership or investment interest in, or compensation arrangement with, any entity or individual with which the Organization is negotiating a transaction or arrangement.

	Compensation: Direct and indirect remuneration, as well as gifts or favors that are not insubstantial. A financial interest is not necessarily a conflict of interest.

	Conflict Disclosure
	This conflict of interest procedure requires ATAC members with a conflict (or who think they may have an actual or perceived conflict) to disclose the conflict/potential conflict, and the ATAC shall prohibit ATAC members from voting on any matter that...

	Addressing the Conflict
	The ATAC member with a conflict may make a presentation at an ATAC meeting, but after the presentation, they may leave the meeting during the discussion of, and the vote on, the transaction or arrangement involving the possible conflict of interest.
	The Co-Chairs shall, if appropriate, appoint a disinterested ATAC member to investigate alternatives to the proposed transaction or arrangement.
	After exercising due diligence, the ATAC shall determine whether FAAST can obtain with reasonable efforts a more advantageous transaction or arrangement from a person or entity that would not give rise to a conflict of interest.
	If a more advantageous transaction or arrangement is not reasonably possible under the circumstances not producing a conflict of interest, the ATAC shall determine by a majority vote whether the transaction or arrangement is in the FAAST’s best intere...

	Recording of Conflict
	Minutes of ATAC and committee meetings shall reflect that board members were asked to disclose if they believe they have any conflict of interest or perceived conflict of interest with any items on the agenda.  Minutes of board meetings shall reflect ...

	Violations of Policy
	If the ATAC has reasonable cause to believe an ATAC member has failed to disclose actual or possible conflicts of interest, it shall inform the ATAC member of the basis for such belief and allow the ATAC member to explain the alleged failure to disclose.
	If, after hearing the ATAC member’s response and after making a further investigation as warranted by the circumstances, the ATAC determines the ATAC member has failed to disclose an actual or possible conflict of interest, it shall take appropriate d...

	Annual Statement
	The ATAC shall require an annual conflict of interest disclosure questionnaire that requires board members to disclose existing conflicts and reminds them to always disclose any that may evolve in the future.


	Whistleblower Policy
	Introduction
	The purpose of this policy is to outline the protections afforded to ATAC members reporting violations or suspected violations of FAAST board-approved policies as well as state and federal regulations.
	A whistleblower is a person or entity that makes a complaint relating to a protected disclosure.

	Protected Discloure
	Protected disclosures include the following:
	 Reporting any violation or suspected violation of any federal, state, or local law, rule, or regulation committed by an ATAC member,
	o the violation creates and presents a substantial and specific danger to the organization, and

	 Reporting any act or suspected act of gross mismanagement, malfeasance, misfeasance, gross waste of public funds, suspected or actual fraud or abuse, or gross neglect of duty committed by an ATAC member.


	Policy
	It is the policy of FAAST to protect Members acting in the capacity of a Whistleblower.  Any Member suspecting, in good faith, a violation must report the violation and that they shall be able to do so without fear of retaliation, harassment, or dismi...

	Duty to Report
	An ATAC member must disclose the violation to the ATAC co-chairs. If the ATAC member is unable for any reason to contact these individuals, or if the ATAC member has not received an initial response within five (5) business days after reporting any ac...
	Allison Flanagan, MRC, CRC  DOE-Division of Vocational Rehabilitation  Division Director  4070 Esplanade Way - Room 280P
	Tallahassee, FL 32399-7016
	Phone: 850-245-3285 / Fax: 850-245-3382  Email: Allison.Flanagan@vr.fldoe.org


	False Allegations
	Protection under this policy does not extend to false or bogus allegations knowingly made by a whistleblower. The ATAC member making allegations in bad faith or intention may be subject to disciplinary actions.


	ATAC Expense Reimbursement
	Pre-authorization from the Executive Director is required for employees to be reimbursed for all out of pocket and travel expenses. Pre-authorization may be verbal or written.
	The Co-chairs pre-authorize employee reimbursement for the Executive Director.
	Reimbursement requests must be approved by the Executive Director or Co-chairs if the request has come from the Executive Director.
	State travel documents (authorization and voucher) are required to be reimbursed for any expenses caused by travelling on behalf of FAAST business. FAAST follows the Florida Department of Education Travel Manual for all travel expenses and reimburseme...
	An reimbursement form must be completed for all other authorized expenses.
	Receipts or verification of the expense (such as a copy of a credit card statement) are required for reimbursements.
	Reimbursement requests must be submitted within 30 days of the expense date to be considered valid. Any reimbursement requests received after 30 days will not be processed.
	Reimbursement requests must be sent to FAAST accounting staff for processing and payment distribution.
	Personal Care Assistance Policy

	ADA Accommodations
	Executive Director Search Procedures
	Assign Responsibility for the Hiring Process
	The Search Committee – The ATAC shall create an ad hoc search committee to lead the hiring process. This committee is made up of ATAC members but may also include an outside member.
	 The Committee should consist of people with personnel skills, knowledge about the organization, and experience with interviewing. All members should be people who genuinely support the mission and vision of the organization. Some members of the sear...

	Committee and Assigned Authority
	 The search committee shall be provided with the resources necessary to conduct a thorough and effective search. The search committee shall not be empowered with the unilateral authority to negotiate compensation or benefits beyond those described in...
	 The ATAC members assigned to the search committee have the necessary authority and responsibility to conduct the search process. The ATAC shall empower the committee to conduct the search, and then to bring its recommendations to the ATAC for final ...


	Role of FAAST Staff
	The ATAC has a responsibility to keep the staff up-to-date about the progress of the search for the Executive Director. Staff may be invited to help assess the issues facing the organization, as well as to provide input on the characteristics and skil...

	Role of the Exiting Executive Director
	There are many reasons that an Executive Director may be leaving an organization. They may leave of their own choice, or at the request of the ATAC. If the Executive Director is leaving under positive circumstances, they may be involved in helping to ...

	Review the Executive Director’s Job Description
	The search committee will review the job description prior to commencing any search to make sure that it meets the current needs of the organization. The job description shall be approved by the ATAC prior to commencing the search process.

	Identify Emerging Strategic Challenges
	After reviewing the strategic plan, the search committee identifies specific strategic challenges that the organization is facing. Staff, volunteers, and the ATAC may wish to have an opportunity to review these challenges. The search committee’s task ...

	Set Timelines for the Process
	The search committee sets up a process that moves forward steadily without rushing. Set a schedule that considers the resources and time availability of the committee members. The committee needs to prepare information for the interviews before advert...
	It will be advantageous to think about the schedule from the point of view of the applicants for the position. If there is too long a period between the application deadline and the committee’s decision, a good applicant may feel that the organization...

	Conduct Pre-Interview Activities
	There are a number of tasks that the committee needs to complete before advertising the position. There is often a temptation to post the job immediately, and to assume that there will be enough time to prepare for the interviews later. However, the h...
	 Review the Job Description
	 Review Salary and Benefits
	o If the same Executive Director has been with the organization for a number of years, the search committee needs to review the salary and benefits package for the Executive Director. Contacting similar organizations to compare the current range of sa...
	o If the committee feels the organization has not kept pace with current salary levels, consider a plan how to go about attracting the right candidate. If the resources are not in place to increase the salary, consider the following enhancements to a ...
	 Increasing the number of holidays
	 Reducing the total number of workdays per month
	 Offering a schedule with greater flexibility in working hours
	 Providing matching pension contributions
	 Providing funding for courses and/or conferences that relate to the work
	 Providing funding for personal interest courses and/or conferences
	 Providing services for family members, such as a discount on a camp for children



	See the Change as a Positive Opportunity
	 Hiring a new Executive Director is an opportunity to move the organization in a new direction. Focus on recruiting for the skills needed for the new direction that is ahead, rather than simply replacing the exiting Executive Director. Before intervi...

	Establish a Candidate Rating Sheet
	 The search committee establishes a list of qualities and experiences that candidate must have in order to be successful, based on the identified needs of the organization. Prioritize this list into two categories: qualities and experiences that the ...
	 Based on the must have and nice to have qualities and experiences that the committee will be seeking in an Executive Director, create a candidate rating sheet that identifies the qualification requirements for the successful candidate. Use this rati...
	o Prepare the job posting
	o Eliminate candidates who do not meet the basic requirements
	o Rank candidates for the selection process, and identify candidates to be interviewed
	o Rate the candidates after the interview


	Consider Internal Candidates
	 There may be qualified and suitable candidates within the organization who are interested in the position. In some circumstances, an Interim Executive Director from within the organization may be in place. The search committee needs to give thoughtf...
	 Several Scenarios to consider:
	o Will the committee conduct courtesy interviews for all internal candidates?
	o Would the internal candidate be able to make the transition to supervisor if s/he were a former staff member, or board member, or volunteer?
	o Would an unsuccessful internal candidate be able to support a new Executive Director?
	o Is it appropriate for the committee to announce that it will be hiring only from outside the organization?


	Prepare Interview Questions
	 When creating the interview questions, consider the following:
	o Have the committee members agreed to the key concepts that they expect candidates to address when answering the questions?
	o How does the committee expect the candidate to explain how they would move the organization towards the vision?
	o How does the committee expect the candidate to demonstrate that they have the skills, qualities, and experience to meet the organization’s strategic challenges?
	o Are there any case studies, based on the organization’s experiences, that will help the committee understand how a candidate might respond in a given situation?


	Equal Opportunity Employment
	 As the search committee prepares the hiring process, they must ensure they are abiding by state and federal law, including, but not limited to, Title VII of the Civil Rights Act of 1964, Age Discrimination in Employment Act of 1967, and the American...


	Advertise the Position
	Prepare the Job Posting
	 The search committee prepares the job posting, based on the job description and the list of qualifications identified in the candidate rating sheet. Analyze the career sections in several previous issues of the newspaper/newspapers to identify adver...
	 Choose wording carefully. Include information that is attractive to the kind of person in which the organization is seeking in order to screen out unqualified applicants. The ad may attract the attention of more appropriate candidates if a few lines...
	 Be prepared to give interested candidates an information kit with an updated job description and general information about the organization. Have these information kits prepared before posting the job. Candidates that are selected for interviews may...

	Work the Network
	 The committee will decide how wide the search will be: local, provincial, national, or international, and then will create a list of places to post the job. Fax and mail copies of the job posting to related agencies to make sure that as many people ...

	Consider the expense involved in advertising the position. Based on the budget, consider the following options:
	 Newspapers (daily and weekly)
	 Newsletters (community, special interest groups, voluntary sector, constituency)
	 Magazines or publications for the not-for-profit sector
	 Bulletin boards (employment offices, educational institutions, community and service organizations)
	 Electronic bulletin board services
	 Related agencies and organizations
	 Television and radio announcements for not-for-profit organizations
	 Internal communications


	Select Candidates for Interviews
	At the closing date, the committee screens the applications, using the set of guidelines on the rating sheet. Eliminate applications due to a lack of qualifications.
	Courtesy Builds Support
	 Currently, there is a practice to state in the advertisement that only candidates invited to an interview will be contacted. However, it is a good idea to send a courteous letter of rejection to candidates who do not meet the minimum requirements. T...


	Interview the Candidates
	Telephone Pre-Screen
	 Before setting up formal interviews, some organizations choose to prescreen candidates by telephone, using a standard set of questions. Before pre-screening:
	o Get to know the candidate
	o Be more prepared for the formal interview
	o Decide whether or not the committee still wishes to invite the candidate for formal interview

	 A telephone interview is also a diplomatic way to provide a courtesy interview to someone the committee would not hire, but cannot afford to offend. Decide whether or not telephone pre-screening is beneficial to the hiring process.

	Schedule Interviews
	 Set an interview schedule that allows for both the candidate and the committee to relax and get to know each other, without feeling too pressured by the clock. Avoid scheduling interviews too close together. Consider spending extra time with a promi...

	Set the Right Atmosphere
	 The purpose of the interview is to find out what skills, qualities, and attributes the candidate possesses that will move your organization towards its mission. However, interviews can be stressful, so it is important to work towards a positive expe...

	Interview Performance Indicators
	 Selecting the final candidate, based only on their performance at the employment interview, may not be the wisest decision. Some of the best Executive Directors are not silver-tongued in a job interview setting, but they can prove to be inspired lea...
	 While the interview is very important, other pieces of the puzzle need to fit; for example, the candidate’s volunteer work in the community, their commitment to personal professional development, and their skill in networking. As well as being able ...

	Look and listen for the links
	 During the interview, listen to how the candidate’s answers connect to what is listed on their resume. Consider the following:
	o Does a clear link exist between what they say and what they list so in the resume?
	o Is there a linkage in the information gained in the telephone pre-screen interview and what they say in the formal interview?
	o Be sure to check references before making a final decision. Do the candidate’s references support the experience and skills that they represented in the interview?



	Make the Job Offer
	When the search committee has settled on a final candidate, with the advice and consent of the ATAC  , then they make the job offer. Be sure to include information such as the salary and increment schedule, benefits, holidays, and the probation period...
	The new Executive Director needs to know who will be managing their performance during the transition period, as well as the plans for this transition period. Be prepared to provide other information about the organization that the new Executive Direc...
	Once the new Executive Director has accepted the position, remember to send letters to all of the candidates interviewed, thanking them for their time and interest in the organization.

	Welcome the new Executive Director
	The search committee needs to plan several strategies for helping the new Executive Director to move into the organization. These include:
	 Announcing the appointment within the organization
	o Discuss ways to introduce the Executive Director to staff and volunteers within the organization. For example, an ATAC member may announce the appointment to staff, and then be on hand to make introductions on the Executive Director’s first day. If ...

	 Announcing the appointment to the community
	o Plan a communication strategy for announcing the appointment to the larger community. Place an announcement in the newspaper. If your organization has close associations with other organizations, send them a special announcement. Consider hosting an...

	 Orienting the new Executive Director
	o The way in which the committee provides orientation for the new Executive Director can establish a positive working relationship between the ATAC and staff. The committee needs to create a support system that helps the Executive Director to learn ab...


	The search committee assists the co-chairs of ATAC in setting up a series of meetings with the Executive Director to:
	 Identify resource people for the Executive Director to contact for information during the transition period.
	 Establish a reasonable number of short-term goals for the probationary period, and to discuss how progress will be monitored
	 Confirm a review date at the end of the probationary period, and to discuss the process for either confirming the permanent appointment of the Executive Director or dismissing them from the job
	 Establish long-term goals that will be used in the annual performance appraisal process




