DUTIES AND RESPONSIBILITIES OF ISAS DIVISION CHAIRS

Division chairs are responsible for:


I.
Conducting the affairs of their division

II.
Assembling and conducting their division program for the Annual Meeting.


III.
Representing their division members to the ISAS Council.


IV.
Encouraging submission of manuscripts to the Transactions.

I.  Conducting the affairs of their division.


A.
This must include election of the next division chair (the term of office is for two years) and requires:

1.
At least one able and willing candidate, possibly himself.  Nominees must be division members (or willing to join) with a permanent address and some office support.   Chairs may serve multiple terms.

2. Election by the division.  Usually this is done at a division business meeting held as part of the division program at the Annual Meeting.

Please note that while a chair may, of course, resign by notifying the Secretary, and a mechanism exists for appointing chairs to fill such vacancies, trying to find a new chair in an unfamiliar discipline is a great burden.   Therefore, if a resignation is necessary, it is expected that the outgoing chair will recommend a replacement if at all possible.

B. Other officers (e.g., chairman-elect, vice-chairman, secretary) may be elected or appointed if desired.

C. Other appropriate activities may be organized in consultation with the President, Vice-President, or Council.   Examples include field trips, workshops, symposia, round tables, and joint meetings usually, but not necessarily, in conjunction with an annual meeting.

II. Assembling and conducting their division program at the Annual Meeting.


This includes soliciting and accepting (or rejecting) abstracts of technical papers, assembling a program and forwarding it to the Central Office, arranging for the needed facilities, and chairing the session(s).   Please note that to make the abstract submission deadline as late as possible, the Program is arranged under tight deadlines, and your promptness will be essential if members are to receive it in a timely manner.


A.
Before the meeting:



1.
Stimulating submission of papers.

All Academy members will receive advance calls for papers, but it is customary (and often necessary) for division chairs to recruit personally by:

a. Direct solicitation from division members, by phone or mail. 

b. Recruiting a prestigious person from business, academia, industry, or government, and using his name to attract others.




c.
Recruiting a professor with many graduate students.




d.
Twisting arms of friends and colleagues (obviously including your own students).



2.
Receive and process abstracts.

a.
Abstracts normally are sent initially to Springfield and thence to you; if you receive any personally be sure to forward copies promptly to the Springfield Office.   The Vice President needs to know the number to work out room assignments and the Executive Secretary needs them to lay out the Program.




b.
Check each abstract for proper form and acceptability.  If it does not meet your standards, reject it or return to author for changes.  Remember that the abstracts are published, and their quality will reflect not only upon the author but also upon you and the Academy.  If you wish, appoint some referees to help.




c.
If the topic is more appropriate to another division, suggest this to the author.




d.
At least one author of each paper must be a member of the Academy.  (Although preferable, this is not required for an occasional invited paper.)   The Springfield Office will help with this.




e.
Notify authors promptly of receipt and of acceptance or rejection.   This need not await completion of the program.



3.
Prepare your program.




a.
Assemble the abstracts into a program, including enough time for presentation and questions, and any division business meeting.  Papers are usually allotted 15 minutes for both presentation and questions; longer (or shorter) periods may be assigned at your discretion.   Business meetings are normally very short, and should be at a time convenient to most members.




b.
Send to Springfield by specified date and in format specified





1.
A typed division program, listing times for papers, business meetings, coffee breaks, etc., plus the name and affiliation of each division moderator (usually yourself except for concurrent sessions, although you are free to chose colleagues).





2.
A copy of each accepted abstract not already in Springfield (i.e., sent directly to you).




c.
Correspond with the Vice President (at the host institution) or Executive Secretary (in Springfield), as appropriate, regarding:





1.
Any problems, especially deadline problems.





2.
Your AV requirements or any special facilities needed.  The host institution usually attempts to provide standard AV equipment (Kodak slide projectors and overhead projectors), but sometimes the host resources are not adequate for all needs.  More exotic items are usually the responsibility of the author requiring them.   Special computer programs and facilities should be furnished by individual authors or arranged specifically with the Vice President.




d.
Notify all authors of their time slots.   The official Program will not come out until shortly before the Meeting.  Let your authors make plans early; an informal division program may be useful here.   Perhaps the Springfield Office can assist, but remember that this is a busy time.



4.
a.
If your division offers student awards, recruit judges and prepare judging instructions.   No judge should be an advisor of a competitor and never should more than one of three (and preferably none) be from the department of a candidate.   This will usually necessitate selecting and notifying judges prior to the sessions.   It will often be desirable to group all competing presentations together.  Don’t forget score sheets, and be sure all judges understand the procedures.




b.
Be sure the winners are notified and make arrangements for any presentations resulting.   Also, notify the Secretary (for archival purposes), Webmaster (for posting on the web), Editor (for listing in the Transactions) and Treasurer (if a monetary award is to be made).



5.
If your term is ending, obtain one or more willing and able nominees for election as Division Chair.  They need permanent addresses and some institutional support, plus the time and inclination to do the job.  You may nominate yourself; two consecutive terms are common and more are legal.  If choosing someone else, consider someone from the next host institution.

6. Arrange for an election.   Normally this is done at a division business meeting.  You may do it by mail, if you wish, but if so it should be done in conjunction with the regular Academy balloting for officers.   Discuss format and timing with the Executive Secretary no later than December.

7. Pointers, podium lights, extra slide trays, etc., are often wanted by authors and may be in short supply from the host or hard to find on short notice.   While remote and extension cords for projectors will usually come with the projector furnished, sometimes they are in short supply also.   If you have a few such items of your own it may make things run more smoothly.   If you provide your own projection equipment don’t forget replacement bulbs and accessories.   A timer will be useful to keep papers on schedule and will generally not be furnished.   But be sure your own items are plainly labeled.   


B.
At the meeting:



1.
Arrive early and check the facilities.   Do you have all the AV items needed?   Do you need extension cords or adapters?  Is there an operator to handle them?  Is an extra carousel tray available?  Organize the slides for efficient use later.   Is there a podium light for the speaker when the room is darkened?   Will he want a pointer?   How do the light switches operate?



2.
Start your sessions on time and follow the schedule rigorously.  Use a timer with a bell, and arrange a signal to alert the authors that time is running out.   Try to avoid using up question periods with presentations.



3.
When the time comes for the next paper, stop anyone still speaking and go on.   Rude?   Well, think of the next speaker and those coming specifically to hear him.



4.
If an author is absent, take a recess; do not move other papers up, as this would be unfair to people in other sessions who plan to come to hear a particular paper at its scheduled hour.



5.
Conduct a business meeting (if one is needed) and elect a chair.  Congratulate and thank the authors and those helping (e.g., AV operators, session moderators) on behalf of the Academy.

6. If a new Chair is elected, get his full name, complete address, phone number and e-mail address; be sure they are correct and exactly as they should appear on the Roster of Officials.   An incomplete address makes extra work for others.   If possible, give this in writing to the Academy Secretary before the Annual Meeting is over; otherwise mail it immediately.  The Roster of Officials will be prepared from these reports within a few weeks.



7.
Give the new chair any files he needs; other records or archives may be given to the ISAS Secretary.   Also give the new chair your advice and encouragement.


C.
After the meeting:

1. If you have not already done so, advise the Secretary of any new Chair.   It will be assumed that you remain chair until you notify the Secretary otherwise.   Since the new Roster of Officials may be prepared and distributed soon after the Annual Meeting, this needs to be done promptly.

2. Send letters of appreciation to those who have helped; if you wish, ISAS stationery may be obtained from the Springfield Office.

3. A report of the Division activities during the year should be prepared for the next Council meeting and sent to the Secretary.   This should include information on any new chair, numbers of papers, the business affairs of your division and any comments or suggestions you may wish to make.

III.
Representing the division members to the Council.

Division chairs are voting members of the Council, and are encouraged to assume an active role in Academy operations and to communicate the ideas and desires of their members to the Council.  Chairs are invited to place items on the Council Agenda, and to participate in Council meetings.  They are sent notices of Council meetings, and the Council Minutes and Reports.

IV. Encouraging submission of manuscripts to the Transactions

The Transactions is a vital part of the Academy, and each chair should attempt to encourage submission of articles in the division’s area.   Submissions are subject to peer review and policies of the Editor.

Support Facilities

1.  Chairs are authorized to spend up to $25 for legitimate division expenses (e.g., postage, student awards, banquet tickets for invited speaker).  They can request additional funds from the Council at the Winter (Budget) Meeting, by submitting the request, with explanation, to the Budget Committee by the Fall Council Meeting.   Any such request must be carefully justified since the Academy Budget is very tight.

2.  Division membership lists may be requested from the Springfield Office.

3.  Limited facilities of the Springfield Office are available upon request; this includes mailings to members.   We have a part time Executive Secretary, Robyn Myers, who already has many other scheduled duties; if you need something, discuss your needs with her well in advance and see what can be done.   The phone is 217/ 782-6436, and if she is not in leave a message.

4.  Do not hesitate to call upon the President, Vice President (who runs the annual meeting), Secretary, or any other official for help or advice.   You will be sent a Roster of their names and addresses.

5.  Division chairs are encouraged to seek outside funds to support division activities.   To avoid conflict with other solicitations, however, they should coordinate fund raising with the President and Treasurer.   All donations must be to the Illinois State Academy of Science, but the Treasurer can establish separate accounts, and several divisions have special accounts to fund student awards.
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