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President: The president is an elected, unpaid position for a term of one year, which is part of a 4-year commitment.  The president shall preside at all meetings of this Council and of its Executive Committee.   The  president shall be an  ex-officio  member,  or  shall appoint an Executive Committee member to act as an ex-officio member, of all standing committees of this  Council; and  shall perform such other duties as usually devolve upon a president. The president shall organize and make arrangements for meetings (agenda items) as well as facilitate those meetings three times a year (fall, winter, and summer). The president shall respond to requests, concerns, and questions from the membership on a weekly basis.  The president shall accept accountability for smooth operation of the organization.  The president shall set the goals and agendas for the term of office and identify those goals and plans at the beginning of the term.    

First Vice President: The first vice president is an elected, unpaid position for a term of one year. The first vice president shall perform the duties of the president during the president’s absence and shall perform other duties at the request of the president or the Executive Committee.   The first vice president shall be responsible, with the assistance of other officers, directors, and members, for the arrangements for the annual conference of this Council. The first vice president shall, if not already accomplished as second vice president, select a theme, logo, keynote, and in consultation with members of the executive board and conference manager, shall locate a venue for the conference and arrange a contract with the hotel/conference center through the manager at least a year in advance of the conference. The first vice president shall arrange for a keynote speaker and arrange a contract through the conference manager one year in advance. The first vice president shall, at six months, hold monthly meetings with the conference committee to create a registration form, conference schedule, periodic advertisements and calls for registration using the English K-12 listserv through the Wisconsin Department of Public Instruction (DPI) and other relevant listservs like the Wisconsin State Reading Association (WSRA). The first vice president shall, with the conference manager, ensure that there is meeting space for a board meeting that coincides with the annual conference and the annual meeting at the conference.  The first vice president, with the conference manager and the awards chair, shall organize the food service for the board meeting, lunch registration, social, and/or complimentary rooms for awardees. The first vice president shall attend all board meeting and report on conference progress.  The first vice president shall preside at meetings in the absence of the President. Prior to the conference, the first vice president shall design a program overview with to be sent with conference registration materials and arrange for its printing and distribution.  The first vice president shall arrange for conference packets that may include program booklets, evaluation forms, paper, pencil, and name tags.  The first vice president shall design/select and write promotional materials for the current convention.  The first vice president shall write notes of acknowledgement and/or thanks to the presenters, keynoters, and conference workers.  The first vice president shall report to the executive board and coordinate and liaison with the convention manager, treasurer, and awards chair during the planning and implementation of the conference.

Second Vice President: The second vice president shall perform the duties of the  president or the first vice president in the case of the absence of either or both and shall perform other duties  at the request of the president or the  Executive Committee.  This officer shall also be responsible for liaison between standing committees and the Executive Committee.  The second vice president shall select a theme, logo, keynote, and in consultation with members of the executive board and conference manager, shall locate a venue for the next year’s conference and arrange a contract with the hotel/conference center through the manager at least a year in advance of the conference.

Recording Secretary: The secretary is an elected, unpaid position for an unspecified term. The secretary shall keep a record of the proceeding of all meetings of this council and of its executive committee and submit them to the president for approval and disbursement to the membership immediately following a meeting (this could include posting the minutes on the website). The secretary shall answer all correspondence pertinent to the recognized scope of the office or as delegated by the president or the executive committee. The recording secretary shall preserve the records of this council and shall transmit the accumulated records of the office of secretary to a successor immediately upon relinquishing the office. 

Executive Treasurer: The executive treasurer is an appointed position for an indefinite term and an unspecified compensation.  The executive treasurer shall collect all dues, conference registrations and such monies as are not specifically assigned elsewhere by other sections of these By-Laws.  The executive treasurer shall assume responsibility for the funds of this council that are received and shall disburse such funds only on order, or under the cognizance, of the executive committee of the council. This officer shall maintain an adequate and accurate accounting of the funds, prepare quarterly summaries of the financial activities of this corporation and distribute such summaries to each member of the executive committee, and prepare and submit an annual financial report to the members, in sessions at a regular annual meeting.  This officer shall prepare such papers as are necessary for the transference of the funds of this corporation into the care of a newly elected treasurer and shall transmit all accumulated records of the office of treasurer to the successor immediately upon relinquishing the office. The treasurer shall prepare budgets, pay bills, collect convention and membership fees, and keep track of membership rolls.  The treasurer will assist the past president/director at large to write the annual report to NCTE.  The executive treasurer shall, in conjunction with the first vice president, arrange for a conference secretary to work with the membership chair to coordinate membership renewals at the time of conference registration.

Membership Secretary: The membership secretary shall keep a record of the members of the council. The membership secretary shall prepare a membership report for executive board to review on an ongoing basis.  The membership secretary shall pay the annual dues to NCTE by July 15.

Trust Officer: The trust officer shall perform all such duties within the generally recognized scope of the office as are delegated by the president or by the executive committee or by the board of trustees of any foundation established by this council.  This officer shall receive in trust the monies of any such foundation and such other monies as the executive committee of this council may set aside for savings and/or investment; and shall maintain adequate account of all monies, prepare and submit quarterly financial reports, and maintain such other records as the executive committee or board of any such foundation may direct.  This officer shall prepare such papers as are necessary for the transference of monies received and shall transmit these and all accumulated records of the office to a successor immediately upon relinquishing the office.  The trust officer will organize the trustees to select recipients of awards issued from foundation monies.  The trust officer will ensure that the current president has signatory rights to provide emergency backup to access the foundation monies.  As secretary-treasurer of any foundation established by this council, the trust officer shall receive its monies in trust.  Any monies shall be invested or disbursed only on the order of, or under cognizance of, the board of trustees in compliance with policies established by such board.  The trust officer shall submit yearly financial reports to the board and, through the treasurer, to the executive committee. The trust officer shall receive in trust only such other monies as the executive committee may designate and shall invest or disburse such monies only on the order, or under the cognizance of, the executive committee in compliance with policies established by this committee.  The trust officer shall submit yearly financial reports through the treasurer to the Executive Committee.

Convention Manager: The appointed convention manager may be established by the executive committee and shall carry out such functions as the executive committee may delegate.  This officer shall receive monies as  the executive  committee may  direct and disburse  monies  only  on  order  or cognizance of the executive committee, shall maintain an adequate and  accurate accounting of such monies,  and shall  issue  reports at regularly scheduled board meetings on the financial status of the division to  the  executive  committee  through the treasurer.   This officer shall maintain and transmit such other records as the executive committee may direct. The convention manager shall maintain files and records of all convention transactions and business, monitor budgets with the treasurer and the convention chair/first vice president, develop and maintain protocols for planning and implementation, and develop evaluation measures. The convention manager shall negotiate for convention site, sleeping rooms, meals, and entertainment.  The convention manager shall monitor time lines for program proposals, advertising in WCTE and NCTE publications, state- wide mailing, and awards.  The manager shall, at the convention site, initiate meetings with sales director, check size and quality of meeting rooms, check hotel sleeping rooms, make arrangements for meals, make arrangements for technology, and contact visitors/convention bureau.  The manager shall contact publishers/vendors for exhibits and finalize commitment to attend.  

District Directors: The district directors of this council are an elected, unpaid position for a term of two years.  The district directors of this council shall perform those duties requested of them by the executive committee and such other duties as usually devolve upon this office, and, specifically, they shall be  charged with the recruitment of members within the boundaries of their respective districts and the dissemination of information from the Council to teachers in their districts.  District directors may serve on and chair standing committees of the council. District directors are expected to regularly attend the three board meetings. 

Past President/Director at Large: The past president/director at large is an elected, unpaid position for a term of one year.  The past president/director at large shall complete the annual report for NCTE during July in collaboration with the current president and executive treasurer.  The past president/director at large shall recruit a slate of officers and district directors for the fall election in consultation with the district director liaison by the summer meeting. The past president/director at large shall arrange with technology support to create a ballot and hold an election 30 days prior to annual meeting.   Each year the past president should contact DPI for a list of newly licensed English teachers to send our membership information to them. 

DPI Liaison: The English Language Department of Public Instruction (DPI) Liaison is an unpaid position appointed by the DPI to keep the council informed about English education in the state of Wisconsin.  The DPI Liaison shall present reports from DPI at board meetings, maintain English the K-16 listserv, write updates for the various council publications, ensure the council is represented on DPI initiatives where ELA is relevant to advocate for council interests/views at DPI on an ongoing basis.  The DPI Liaison shall serve as needed on workgroups and share information between the council and other professional organizations in the state, like the Wisconsin State Reading Association (WSRA).   

Archivist: The archivist is an appointed, unpaid position for an unspecified term.  The archivist shall gather items of archival value for awards and various council publications and conferences.  The archivist shall hold necessary items and sort and distribute items as needed.   

District Director Liaison: The district director liaison is an elected, unpaid position for an unspecified term. The district director liaison shall coordinate the district directors regarding initiatives central to the mission of the council.  The district director liaison shall advise the past president/director at large regarding the recruitment of new officers and board members. The district director liaison shall organize district directors to become active in promoting collegiality among the district’s English/Language Arts teachers at all levels, particularly middle school through higher education.  The district director liaison shall communicate with district English/Language Arts teachers about council and state-wide issues which may concern them and their practice.  The district director liaison shall communicate the concerns of district teachers to the council executive board. The district director liaison shall recruit new members to the organization.

Chair, Wisconsin Conference on English Education (WCEE): The WCEE chair of the Wisconsin Conference on English Education is an appointed, unpaid position for an unspecified term.  The WCEE chair shall keep the council informed about English education at the higher education institutions in Wisconsin.  The WCEE chair shall organize an annual meeting for WCEE/WCEL which can be done in various ways, including proposing a session at the annual convention and inviting members to anchor the discussion with their current concerns and discoveries.  The WCEE chair shall maintain communication with WCEE members and interested people throughout the year, such as keeping data and contact information, and email as needed.  The WCEE chair shall maintain communication with those who are committed to doing the committee work of WCEE and recruit new members.  The WCEE chair shall organize other occasions on which WCEE members can meet and communicate this information to them.  The WCEE chair shall remind members to send nominations for the Outstanding Student Teacher Award and the Hoefs Award, as well as receive them, due late spring.  The WCEE chair shall organize a review committee, select awardees, and communicate the decision to all nominees and council members before the school year ends. The WCEE chair shall notify the awards WCEE chair, the membership secretary, the convention secretary, and the convention manager to arrange acknowledgement of the recipient at the convention with an announcement, a year’s membership, registration for the convention, travel reimbursement.  The WCEE chair shall create award certificates, frame them, and bring them to the convention. The WCEE chair shall maintain relationship with the national Conference on English Education.  

Chair, Wisconsin Conference on English Leadership (WCEL): The WCEL chair of the Wisconsin Conference on English Leadership is an appointed, unpaid position for an unspecified term.  The WCEL chair shall keep the council informed about English leadership in Wisconsin.  The WCEL chair shall organize an annual meeting for WCEE/WCEL which can be done in various ways, including proposing a session at the annual convention and inviting members to anchor the discussion with their current concerns and discoveries.  The WCEL chair shall maintain communication with WCEL members and interested people throughout the year, such as keeping data and contact information, and email as needed.  The WCEL chair shall maintain communication with those who are committed to doing the committee work of WCEL and recruit new members.  The WCEL chair shall organize other occasions on which WCEL members can meet and communicate this information to them.  The WCEL chair shall remind members to send nominations for the NCTE awards which recognize leadership in English education, especially the High School Teachers of Excellence Award, the Advancement of People of Color Leadership Award, and the Leadership Development Award, to the awards chair.  The WCEL chair shall maintain a relationship with the national Conference on English Leadership.  

Awards Coordinator: The awards chair is an appointed, unpaid position for an unspecified term. The awards chair coordinates the awards for presentation to the recipients of the various council awards disbursed throughout the year.  The awards chair shall work with various specific chairs of NCTE and WCTE awards to assure that nominations, selection and notification are handled in the appropriate time and manner.  The awards chair works with the Update editor to have an informational article in each of the editions following the WCTE State Convention directing members to the WCTE website for award information and deadlines for the following year.  The awards chair shall work with the WCTE webmaster to list the criteria for each award and the deadline for entries. As soon as NCTE and WCTE provide deadlines for awards, the awards chair works with the webmaster to assure that all information and deadlines are on the WCTE website. The awards chair creates award certificates, secures a plaque for the Chisholm Award, and mails certificates to WCTE State Convention non-attendees.  Currently the Hoef’s awardees receive framed certificates created by the specific chair.  In the future, this may become the responsibility of the overall awards chair. Since the Chisholm Award is the highest honor WCTE gives, there is a presentation for this award and plaque at the WCTE State Convention. The awards chair works with WCTE officers to design and implement the process for presenting awards at the WCTE State Convention. The overall awards chair collects photos and two-three paragraph biographies of award recipients no later than two weeks prior to the WCTE State Convention to put on display boards positioned in a prominent place at the WCTE State Convention. Most other certificates are simply given to the recipients at the WCTE State Convention without a formal presentation.  The awards chair is reimbursed for all costs related to the awards.

Intellectual Freedom Committee Chair: The Intellectual Freedom Committee chair is an appointed, unpaid position for a term of three years.  The chair shall respond as needed to requests for assistance from Wisconsin educators and others facing challenges to intellectual freedom.  These include unreasonable censorship of school publications, restriction of teachers’ curricular choices, and access to books and other median in classrooms and libraries.  The chair shall make appropriate referrals as needed.  Inquiries can be redirected to NCTE SLATE, to the NCTE Affiliate Coordinator who also handles such issues, or to the Cooperative Children’s Book Center in Madison.  The chair shall propose initiatives related to intellectual freedom, such as articles in WCTE publications, brochures or monographs, or local and regional meetings to the Executive Committee. The Intellectual Freedom Committee chair shall form committees and set criteria about six months before the annual convention.  The chair shall administer the Lee Burress Intellectual Freedom Award with the approval of the WCTE President and/or the Executive Committee, establish an Intellectual Freedom Committee to discuss potential nominees, and to evaluate applications.  The Chair shall, with the committee, establish criteria and procedures for the award using the award description as a guide.  The Intellectual Freedom Committee Chair shall solicit nominations through the Update, the WCTE website, and other media such as listserv groups for teachers.   The Chair shall correspond with the award winner and the WCTE awards coordinator about the ward presentation to ensure that the award is appropriately announced and any appropriate travel arrangements and accommodations can be set up four to eight weeks before the convention.   The Chair shall make the announcements through the appropriate media according to their deadlines as soon as possible.  The Chair shall be prepared to present the award at the convention if called on to do so by the program chair.   The Chair shall write a letter to Maxine Burress, the widow of the Lee Buress, announcing this year’s winner and providing some background within about a week of the convention.   The Intellectual Freedom Committee chair shall maintain affiliation with the Support for the Learning and Teaching of English [SLATE] of the National Council of Teachers of English [NCTE].

Website Coordinator: The website coordinator is an appointed, unpaid position for a three-year term. The website coordinator shall communicate with the officers, directors, members, and general public to maintain a repository of information for retrieval online, including, but not limited to, membership application procedures and forms; annual convention registration forms, programs, and related information; a current list of officers and directors; minutes of Executive Committee meetings and the Annual Business meeting, calls for award nominations, information about district boundaries; and access to other WCTE publications and interactive media, such as Wisconsin English Journal, the WCE Update, the WCTE microsite on the NCTE Connected Community, and related electronic bulletin boards, blogs, wikis, listservs, webinars, chats, email, and social networking devices yet to be developed.  The website coordinator will be responsible for communicating on behalf of the Executive Committee with service providers including domain registrars and technical support personnel, will evaluate and report to the Executive Committee at its quarterly meetings about site usage, service options and costs, and will promote the expansion of WCTE’s network presence and the active, regular participation of a wide range of professionals to promote the improvement of instruction in the English Language Arts in Wisconsin.  Qualifications:  Some experience with web-based activities such as maintaining a blog, posting videos on YouTube, interacting through Facebook, or using a class wiki.  Access to a reliable service provider.  Willingness to pay for some network services with personal credit card (e.g. domain registration) and be reimbursed by WCTE.  Ability to work with a team of colleagues collaborating on various aspects of WCTE’s online presence (e.g. online discussions, document design and maintenance, online balloting, etc.)

NCTE Achievement Awards in Writing State Coordinator: The NCTE Achievement Awards in Writing State Coordinator is an appointed, unpaid position for a term of three years.  The NCTE achievement awards coordinator shall work in concert with NCTE to promote, recruit recipients, and organize judges.  The state coordinator advertises writing awards to 11th grade English teachers November to February mostly through emailing. The coordinator find high school and college writing teachers from across the state to serve as judges (approximately 8-10 judges needed depending on number of submissions) in March.  The coordinator shall maintain judge list with contact info and submit final list to NCTE in March. The coordinator shall sort all submissions, and cross check what was mailed with NCTE’s list of participating schools and students. Then, the coordinator organizes the judges into two or three person teams as needed so that each student paper is read and judged by two different people.  The coordinator assigns student papers to judges and fills in the student names on a provided scoring guide, prompts, judging criteria, and return envelopes (all provided by NCTE), which are then assembled and mailed to judges for scoring.  One complete set of student papers is maintained by the coordinator for one year.  The coordinator is reimbursed for mailing costs by NCTE. The coordinator shall collect judges’ scoring sheets which are sent via mail or email in June or July.  The coordinator shall use judges’ scoring sheets, calculate each students’ total score and record for NCTE.  In addition, any student writing marked for website publication should be separated from coordinator’s collection of student writing, and sent to NCTE along with the final scores of each student writer in late July or early August.  The coordinator shall report award winners to WCTE Awards Coordinator after NCTE officially releases their names in October.    

NCTE Awards for Student Literary Magazine Coordinator:  The NCTE Student Literary Magazine State coordinator is an appointed, unpaid position for a term of three years.  The NCTE Student Literary Magazine coordinator shall, in conjunctions with NCTE, inform middle and high school English teachers in the State of Wisconsin about the opportunity to submit literary magazines for judging.  The specific coordinator provides details for the WCTE website with annual updates required.  NCTE informs the specific coordinator, literary magazine teachers, and literary magazine students about their selection as team winners.  The specific coordinator informs the WCTE awards coordinator about the student winners and their English teachers who made the submission.  The WCTE awards coordinator creates individual certificates for each of the students and teachers.  The Student Literary Magazine coordinator encourages the various schools to recognize the student recipients at an all-school awards ceremony.  The WCTE awards coordinator seeks to find out if the teacher recipients are attending the WCTE state convention in order to give the certificates at the convention.  If the teachers are unable to attend the convention, the WCTE awards coordinator sends the certificates to the teachers at their schools.

NCTE Awards for Promising Young Writers Coordinator:  The NCTE Awards for Promising Young Writers State Coordinator is an appointed, unpaid position for a term of three years.  The NCTE Promising Young Writers coordinator shall give details about the award to the webmaster to put on the WCTE website.  NCTE informs 8th grade English teachers in the State of Wisconsin about the deadline and the opportunity for grade 8 students to submit work.  The specific coordinator and the students are informed by NCTE about their selection as winners.  The specific coordinator informs the WCTE awards coordinator about the student winners and their English teachers who made the submission.  The WCTE awards coordinator creates individual certificates for each of the students and teachers.  The Promising Young Writers coordinator encourages the various schools to recognize the student recipients as well at an all-school awards ceremony.  The WCTE awards coordinator seeks to find out if the teacher recipients are attending the WCTE state convention in order to give certifications at the convention.  If the teachers are unable to attend the convention, the WCTE awards coordinator sends the certificates to the teachers at their schools. 
Affiliate Liaison to NCTE:  The NCTE Affiliate Liaison officer is an appointed, unpaid position for a term of three years.  The NCTE Affiliate Liaison officer shall be a member of NCTE and of WCTE Executive Board.  The NCTE Affiliate Liaison officer shall report to NCTE Headquarters affiliate activities and concerns, including: important projects; a calendar of affiliate events; and significant developments or trends in the affiliates geographical area.  The officer shall report significant national developments and concerns through reports to the affiliate Executive Board as well as full membership.  The officer arranges for securing NCTE services for the affiliate and promotes NCTE conferences and programs such as Achievement Awards in Writing, Promising Young Writers Program, Program to Recognize Excellence in Student Literary Magazines, NCTE Annual Convention, Conference on College Composition and Communication, and Professional Development Services Institutes.  The officer reminds affiliate presidents, secretaries, and treasurers of obligations to the council; for example: reporting to Headquarters immediately the names of newly elected officers, checking that all elected or appointed members of the affiliate executive board are NCTE members in good standing, assuring that copies of affiliate publications are forwarded to NCTE Headquarters, and seeing that affiliate dues are paid prior to the NCTE Annual Convention by July 15.
Wisconsin Authors Committee Chair:  Wisconsin Authors Committee Chair: The Wisconsin Authors Committee Chair is an appointed, unpaid position for three years. The Wisconsin Authors Committee is charged with the formulation of a bibliography of Wisconsin authors to be presented in website and/or poster

format. The committee also responds to requests for information on Wisconsin authors.
Standing Committee on Diversity Chair:  The Standing Committee on Diversity chair is an appointed, unpaid position for a term of three years.  The Standing Committee on Diversity chair is charged to promote and support ongoing dialogues about diversity and difference in all aspects of teaching.  To carry out this general charge, the Standing Committee on Diversity chair shall form a committee which is particularly charged: to gather data about underrepresentation of people of color and other minorities in our membership including surveys of the membership that better identify the organization's level of diversity, including members' rank and institutional affiliation; to poll the membership regarding the effectiveness of WCTE in meeting the needs of our many different constituents, as defined by race, ethnicity, gender, disabilities, and sexual orientation; to develop resources that will support our members in teaching for diverse student bodies, such as a conference demonstrating culturally responsive practices as addressed in the RtI model, and practical resources about teaching writing in diversity-rich environments; and to propose position statements on diversity in the profession and teaching for consideration by NCTE.  The Standing Committee on Diversity chair shall maintain affiliation with other NCTE/CCCC committees where possible to improve efficiency, including the Committee on Diversity, the Committee on Disability Issues and the Committee on LGBT/Q Issues.
Professional Issues Committee Chair:  The Professional Issues Committee chair is an appointed, unpaid position for a term of three years.  The Professional Issues Committee chair is charged to monitor important legislation and other policy issues affecting teaching, and especially the teaching of English/Language Arts, in the state of Wisconsin.  To carry out this general charge, the Professional Issues Committee chair shall form a committee which is particularly charged: to propose to the WCTE Board appropriate responses to legislation relative to the issues addressed above; to inform WCTE members of proposed legislation and other policy issues via publication in the Wisconsin English Journal, the WCTE Update, and the WCTE website; and to report to the WCTE Board at each of its meetings.
WCTE Update Editor:  The WCTE Update editor is an appointed, unpaid position for a term of three years.  The editor is charged with reporting the news of WCTE board meetings, providing information about NCTE events and deadlines, and sharing useful classroom ideas.  The WCTE Update is published as an interactive PDF, online at our website each fall (November), winter (March), and summer (July-August).  Based on what takes place at the three board meetings, the editor and president may assign articles to board members in their area of responsibility. The editor also writes some of the articles, takes the photos and designs the pages. The editor accepts help from board members in copyediting before publication.  
Wisconsin English Journal Editorial Team: The WEJ editor is an appointed, unpaid position for a term of three years.  The WEJ will maintain a number of editors who are charged to: 1) Read and critique articles submitted to the journal and give advice to the editor concerning acceptance, rejection, and/or work that needs to be completed before acceptance, and 2) Submit articles concerning policy of the WCTE to the WEJ and also concerns that the WCTE wishes to highlight to its members.

