Tab Q

Education
Purpose: The purpose of the committee is to provide ongoing education opportunities to members of the Division—and the Society—in order to provide opportunities for the ongoing maintenance of high levels of professional competency. 

Composition: The committee consists of a chair, appointed by the Division chair, and approximately six members who are nominated by the committee chair and approved by the Division chair. Committee members should represent a broad spectrum of the Division membership in order to develop educational offerings that meet the majority of Division members’ needs. The committee can establish subcommittees and taskforces that focus on specific educational programs.

Term of Office: The committee chair serves a three-year term and may have previously served as a committee member. Committee members are appointed for three-year terms, and terms are staggered (two new members are appointed each year) in order to ensure continuity.

Responsibilities: 

· Organize educational workshops to be held at local, regional, and national meetings of the Society.

· Develop courses either alone, or in cooperation with other organizations (universities, industry, etc.).

· Organize educational symposia in coordination with the Division Program committee and/or with other related ACS Divisions, committees, and secretariats.

· Develop outreach education programs to promote the scientific interests of the Division to potentially interested parties, including the general public.

· Submit written reports to the Division secretary for review at the Division Executive Committee meetings.

· Submit an annual committee report to the Division secretary to assist in the preparation of the Division annual report.

· Committee chair, if a member of the Division Executive Committee, or upon request of the Division chair, should attend the Executive Committee meetings (and Division business meetings when held) scheduled for each national meeting of the Society, or as otherwise scheduled by the Division chair.

Timetable:
January
· Promote any education workshops scheduled for the spring national meeting of the Society, either directly or through any other Division committee assigned such responsibility (Publicity/Public Relations, Program, Publications, etc.), as well as through any other appropriate media. 
· The committee chair submits the committee annual report to the Division secretary to assist in the preparation of the Division annual report. Remember: The committee annual report is the responsibility of the chair who served during the year covered by the report. The report should include an accounting of the past year’s planned goals and objectives, as well as those planned for the coming year. The outgoing chair drafts that portion of the report covering the past year, and the incoming chair drafts the plans for the coming year.
February
· The committee chair drafts the committee report for review at the Executive Committee meeting to be held at the spring national meeting of the Society. 
· Submit items to the Division chair for inclusion on the spring Executive Committee agenda. 
· Distribute to all committee members the agenda for the spring committee meeting, if planned.

March/April
· Committee meets at the spring national meeting of the Society. 
· Educational workshops and/or symposia are held, if scheduled. 
· Committee chair, if a member, or at the request of the Division chair, attends the Division Executive Committee meeting. 
· The committee chair also attends the Division business meeting, if held. committee representative attends the Division Program Committee meeting in order to coordinate future events.

April
· The committee secretary circulates the committee meeting minutes and action items to all members of the committee.

July
· Submit items to the Division chair for inclusion on the fall Executive Committee agenda. 
· Distribute the agenda and schedule for the committee meeting to all committee members, if scheduled for the fall national meeting of the Society.

July/August
· The committee chair drafts the committee report for review at the Executive Committee meeting to be held at the fall national meeting of the Society and submits the budget request for the following calendar year. 
· The committee chair submits to the Division chair a list of candidates for committee membership to replace the members completing their terms of office in the current calendar year. 
· All appointments should be made prior to the fall national meeting of the Society, and all new appointees should be invited to the fall meeting of the committee.

August/September
· Committee meets at the fall national meeting of the Society. 
· Educational workshops and/or educational symposia are held, if scheduled. Committee chair, if a member, or at the request of the Division chair, attends the Division Executive Committee meeting. 
· The committee chair also attends the Division business meeting, if held. Committee representative attends the Division Program Committee to coordinate future events.

September
· The committee secretary circulates the committee meeting minutes to all members of the committee.

October
· Submit label requests to the Division secretary for Division mailings scheduled for the following calendar year.

December
· Send thank-you letters to all committee members who have completed their terms of office. 
· Send documents of long-term value that are not needed by the committee chair in the fulfillment of his/her responsibilities to the Division archivist/historian. 
· If the committee chair is completing his/her term of office, the files should be prepared for transfer to the incoming chair by January 1.
·  The committee chair begins the draft of the committee annual report. The report should include an accounting of the past year’s planned goals and objectives, as well as those planned for the coming year. Note: If there is a change in the committee chair, the outgoing chair should draft the portion of the report covering the past year’s activities, and the incoming chair should draft the plans for the coming year.
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