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INTRODUCTION

This Manual is intended to serve as a guide for officers, committee chairs, and committee members of the South Carolina Academy of Science and to aid them in the performance of their duties.  The Secretary of the Academy should maintain and distribute a copy of the Manual to new Council members.  Except as directed in the Constitution and Bylaws, the policies and procedures described are not intended to be rigidly followed.  Although current customs and present and past purposes are emphasized, new ideas and directions in operations should be encouraged.  Officers and committee chairpersons should seek creatively to improve and develop the functions and programs of the Academy to meet the changing needs of South Carolina and the scientific community.

Development of this manual was first begun in the late 1960's when officers and committee chairs submitted descriptions of their duties as they saw them.  These materials have been updated and edited at intervals.  Jack A. Turner edited a copy of the Manual in 1982.  Gordon Sproul updated and recompiled the Manual in 1991 and moved the Manual to electronic form.  John D. Bernard sent out surveys to Council members in 1994-1995 and updated the Manual in 1996, also moving the electronic form to an electronic desktop published version.  This manual was revised by David J. Stroup and the 70th and 71st Councils of the SCAS.  This narrative includes statements of general policies and procedures approved by the Council, with organizational descriptions, and with the Constitution and Bylaws (revised 1997).  The varying styles of the descriptions reflect their authorship, although the editors have attempted to create a unified presentation using modern phraseology.

This manual includes a rearranged order of topics as well as several new job and standing committee descriptions.  Because it is now stored in IBM compatible software, it can be readily updated when changes are desired; this should encourage frequent updating of the materials.
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CONSTITUTION AND BYLAWS

OF THE

SOUTH CAROLINA ACADEMY OF SCIENCE

(Revised April 6, 2001 and March 10, 2006)

ARTICLE I.   NAME AND OBJECT

Section 1.
The name of this organization shall be the South Carolina Academy of Science.

Section 2.
The objective of the Academy shall be to promote the advancement and constructive use of science in South Carolina by:  (a) encouraging the association of scientifically oriented people to bring their talents to bear usefully on public policy,  (b) providing means to facilitate the work of scientists and to promote cooperation among them,  (c) improving the teaching and appreciation of science in schools at all levels, and  (d) working to improve the public understanding and appreciation of science.

Section 3.
In the event of dissolution, the residual assets of this organization will be turned over to another organization which is itself exempt from Federal Income Tax as an organization described in Section 501(C) (3) of the Internal Revenue Code, or to the Federal, State or Local Government.

ARTICLE II.  MEMBERSHIP AND DUES

Section 1.
The membership shall be of nine (9) classes: regular, student, contributing, joint, life, patron, honorary, distinguished, and emeritus.

Section 2.
Any person(s) actively interested in science or the promotion of science may be elected to membership in the Academy by a majority vote of Council.  Also, by a majority vote of the Council an institution or organization may be elected as a patron of the Academy.

Section 3.
There shall be no initiation fee.  Dues shall be paid in the amount provided in the Bylaws.

ARTICLE III.  OFFICERS AND COUNCIL

Section 1.
The officers of the Academy shall be a President, a President-Elect, a Vice-President, a Secretary, a Treasurer, and twelve Councilors.

Section 2.
The officers named in Section 1, together with the two Immediate Past Presidents, shall constitute the Council in which the governance of the Academy shall be vested.  The Bulletin Editor, the Newsletter Editor, the Webmaster, a representative of the South Carolina Science Council, the Director of the Middle/Elementary School Academy of Science, and the Executive Director of the South Carolina Junior Academy of Science shall be ex-officio members of the Council.

Section 3.
The Vice-President shall be elected annually and shall succeed to the office of President-Elect.  Councilors shall be elected for three-year terms, staggered so that four Councilors are elected annually.  The Secretary and the Treasurer shall be elected for three year terms, with re-election for additional terms encouraged.

Section 4.
The officers shall perform the duties of their respective offices under the direction of the Council.  The term of office shall commence on July 1st following the annual meeting at which the elections are held and shall continue until  successors are qualified.

Section 5.
A vacancy occurring in any office in the interim between annual business meetings shall be filled by election by the Council.

ARTICLE IV.  REPOSITORY AND CURATOR

Section 1.
The library of the University of South Carolina at Columbia is hereby designated as a repository 

for such books, bulletins, journals or other matters of permanent record or interest as may come into the possession of the Academy by gifts or otherwise.

Section 2.
The Council shall designate annually a member of the Academy, situated at the University of South Carolina, to be the Curator of such deposited material.

ARTICLE V.  PUBLICATIONS

Section 1.
The Council shall cause to be published annually a volume of proceedings as a permanent record of the activities of the Academy.  Such publication shall be the responsibility of the Bulletin Committee.  The President is hereby authorized to appoint, with the approval of the Council, three members to the Bulletin Committee, one of whom shall be designated as Editor.  The terms of office shall be one year.  In addition, the Webmaster, and the Secretary shall be ex-officio members but shall not serve as Editor.

Section 2.
The Council shall cause to be published quarterly a Newsletter.  Such publication shall be the responsibility of the Newsletter Committee.  The President is hereby authorized to appoint, with the approval of the Council, three members to the Newsletter Committee, one of whom shall be designated as Editor.  The terms of office shall be one year.  In addition, the Webmaster, and the Secretary shall be ex-officio members but shall not serve as Editor.

ARTICLE VI.  MEETINGS

Section 1.
There shall be an annual meeting for the presentation and discussion of papers and for the transaction of business.  The annual meeting shall be held at a time and place determined by the Council.

Section 2.
The program for the scientific sessions at the annual meeting shall be prepared by a Program Committee appointed and chaired by the President-Elect.

Section 3.
At the annual meeting a specified hour shall be set aside for the annual business meeting.

ARTICLE VIl.  JUNIOR ACADEMY
Section 1.

The South Carolina Junior Academy of Science (Junior Academy) shall be a subsidiary organization of the Academy.  The Academy shall assist the Junior Academy in providing activities which encourage an interest in science among secondary students in South Carolina.

Section 2.

The Executive Director of the Junior Academy shall be an ex-officio member of the Council of the Academy.  The Executive Director shall be nominated by the Board of Directors of the Junior Academy and shall be appointed by the Council of the Academy.

Section 3.

The affairs of the Junior Academy shall be governed by a Board of Directors, which includes teachers and students and other interested persons, as specified by the Bylaws of the Junior Academy.  These Bylaws shall be devised by the Board of Directors of the Junior Academy, and shall be ratified by the Council of the Academy.

ARTICLE VIll.  MIDDLE SCHOOL ACADEMY
Section 1.

The South Carolina Middle School Academy of Science (Middle School Academy) shall be a subsidiary organization of the Academy.  The Academy shall assist the Middle School Academy in providing activities which encourage an interest in science among pre-secondary students.

Section 2.

The Executive Director of the Middle School Academy shall be an ex-officio member of the Council of the Academy.  The Executive Director shall be appointed by the Council of the Academy.

Section 3.

The affairs of the Middle School Academy shall be governed by a Board of Directors which includes teachers and students and other interested persons, as specified by the Bylaws of the Middle School Academy.  These Bylaws shall be devised by the Board of Directors of the Middle School Academy, and shall be ratified by the Council of the Academy.

ARTICLE IX. WESTERN UPSTATE REGIONAL SCIENCE FAIR

Section 1.

The South Carolina Academy of Science Upstate Science Fair (SCASWURF), also known as the AOP Regional Science Fair of SC Region IB Science Fair shall be a subsidiary organization of the Academy.  The Academy shall assist the AOP Regional Science Fair by providing financial oversight to aid it to provide a regional science fair to encourage an interest in science and engineering among students that region of South Carolina.

Section 2.

The Officers will consist of at least three persons: The Science Fair director, an Executive director, and a member of SCAS appointed by the SCAS president with the approval of Council.  The sole purpose of SCASWURF is to raise funds to operate a regional science fair in the Western Upstate Region and to send delegates to the International Science and Engineering Fair (ISEF).

Section 3.

The affairs of the AOP Regional Science Fair shall be governed by a Board of Directors, which includes the officers listed in Section 2 and other interested persons, as specified by the Bylaws of SCASWURF.  These Bylaws shall be revised by the Board of Directors of SCASWURF, and shall be ratified by the Council of the Academy.

ARTICLE X.  AMENDMENTS

Section 1.
This constitution may be amended only by two-thirds vote of those present at an annual meeting, provided that such proposed amendment be submitted in writing to the Council, and by it promulgated to the membership with its recommendation, at least two weeks before the annual meeting.

BYLAWS

1.
Applications for membership (other than honorary, distinguished, and emeritus) may be made at any time to any member of Council provided that each application be accompanied by payment of dues for one year.

2.
Membership dues shall be as follows:  (a) Regular membership dues shall be twenty-five dollars per year, except for teachers of grades 12 or lower who shall pay one-half times the regular rates;  (b) Student membership dues shall be one-half times the regular membership dues;  (c) Joint (spouse) membership dues shall be one and one-half times the regular membership dues;  (d) Life membership dues shall be fifteen (15) times the dues for a regular member, payable over not more than three years, after which no further dues will be asked;  (e) Patron membership dues shall be determined by Council; and (f) Emeritus, Distinguished, and Honorary memberships shall have no dues.

3.
Membership dues are due and payable on the first day of January each year.  Those dues determined from the regular member dues rate will always be rounded down (when necessary) to the nearest integer dollar amount.  Members in arrears shall neither participate in the deliberations of the Academy nor shall receive the Bulletin, and shall be dropped from the roll when they are two years in arrears (student members shall be dropped after one year), provided they have been notified annually of their delinquency.

4.
Emeritis membership shall be available for those retired members who either have held membership in SCAS for at least ten years and who request such states from the Secretary or have been recommended for such status by Council.

5.
A membership card shall be provided to each member.  Each member shall also receive the Newsletter and the Bulletin, except in the case of joint members who will together receive one copy of each publication. 

6.
The program for the scientific sessions of the annual meeting shall be published in the Newsletter before the meeting.  No paper shall be placed on the program unless it shall have been approved by the Program Committee and unless it shall have been accompanied by an abstract in proper form for publication.  The presenter or the senior author, whichever may be preferred by the authors, must be a member in good standing.  The Secretary shall issue a call for papers in ample time to make the preparation and publication of the program possible.

7.
Nothing in these Bylaws shall be interpreted as preventing the participation of non-members in the scientific session, upon the invitation of the Program Committee.

8.
At the annual business meeting, the following order of business shall prevail:  (1) Minutes of the previous meeting;  (2) Minutes of the Council;  (3) Reports of officers (President, Secretary, Treasurer, Curator, Editor);  (4) Reports of Committees;  (5) Unfinished Business;  (6) New Business; and (7) Election of officers.

9.
In the interim between annual business meetings, Council shall meet at least quarterly, at the call of the President.  Two weeks notice shall be given and those present shall constitute a quorum for the transaction of business, provided that at least three members of the Council be present.

10.
These Bylaws may be amended at any annual meeting by two-thirds vote of all members present.  Such amendments may be submitted to the Council, or proposed from the floor as new business.

END OF CONSTITUTION AND BYLAWS
II.  MEMBERSHIP
A.
A list of members in the Bulletin shall be in nine groups: regular, joint, student, contributing, life, emeritus and honorary, patron, distinguished.


1.
The major fields of interest of the members shall be shown by an appropriate symbol placed at the end of the line in the list in the Bulletin.


2.
Designated representatives of patron members shall be listed with the patrons they represent.  They shall receive for their patrons all mailings from the Academy and shall as representatives of their patrons have all rights and privileges of membership.

B.
Emeritus Membership.


1.
Emeritus membership may be conferred on members who meet these requirements:



a.
are members in good standing for at least ten (10) years.



b.
have retired from their regular jobs through age, illness or other reasons.



c.
have belonged to the Academy for a considerable number of years.



d.
have significantly and unselfishly contributed to the work of the Academy.


2.
Emeritus members shall be elected by the Council.


3.
Emeritus members shall have all privileges and prerogatives of regular members but shall not be asked to pay dues.

C.
Distinguished Membership.


1.
Distinguished membership may be conferred on members who meet these requirements:



a.
are members in good standing.



b.
have a long term tenure of service to the Academy.



c.
have belonged to the Academy for a considerable number of years.



d.
have significantly and unselfishly contributed to the work of the Academy.


2.
Distinguished members shall be elected by the Council.


3.
Distinguished members shall have all privileges and prerogatives of regular members but shall not be asked to pay dues.

D.
Honorary Membership:


1.
Honorary members shall be elected by the Council.


2.
Honorary members shall have all privileges and prerogatives of regular members but shall not be asked to pay dues.

E.
Contributing, life, regular, joint and patron members shall be dropped from the rolls at the beginning of their third year of dues delinquency.  Student members shall be dropped in their second year of dues delinquency.

F.
Only members in good standing shall receive the Bulletin.  If a member pays dues for the current year at a late date, that member shall receive a copy of the latest Bulletin only.

III. COUNCIL

The Council is the governing body of the Academy and upon it rests the responsibility of establishing and changing policies and planning programs and activities for the Academy.  The Council's voting membership consists of the following persons:

Elected (and therefore "Officers" of SCAS):


President, President-Elect , Vice-President (1-year terms)


Secretary and Treasurer (3-year terms)


Twelve Councilors (3-year terms, staggered)

Designated:


Immediate Past President (1-year term)


Past President (1-year term)


Bulletin Editor (1-year term)


Executive Director of the S. C. Junior Academy


Newsletter  Editor (1-year term)


Executive Director of MESAS

The Immediate Past President serves for one year following a term of office as President, and then for a year as Past President before leaving Council.  The custom has also been for editors and the NAAS representative to serve for a period of years.

Others who are encouraged to attend Council meetings include:


Curator (1-year term)


NAAS Representative (3-year term)


Representative from the S. C. Department of Education


Representative from the S. C. Science Council


Representative of the S.C. Association of Chemistry Teachers


Representative of the S.C. Association of Biology Teachers


Representative of the S.C. Council of Teachers of Mathematics

Quarterly Council Meetings are scheduled and are usually held in Columbia because of its central location.  These meetings occur in late July, October, January, and immediately prior to the Annual Meeting.

Chairs of the various Standing Committees are appointed by the President and serve one-year terms.  They are generally selected from among the Council members and are often re-appointed to provide needed continuity.

IV.  GENERAL POLICIES AND PROCEDURES

(See also appropriate material under Job Descriptions of the various positions and under Standing Committees.)

The Academy seeks to implement its objectives (see Article I, Section 2 of the Constitution) in the following manner:


a.
by conducting an Annual Meeting for the presentation and discussion of timely topics and papers involving current research throughout the scientific community in the state.


b.
by publication of a quarterly Newsletter that describes  the actions of Council, promotes the organization, and describes items of interest to the general membership.


c.
by publication and distribution of abstracts of the papers presented at the Annual Meeting in its Bulletin.


d.
by sponsoring the Middle and Elementary Academy of Science.


e.
by sponsoring the Junior Academy of Science in the schools of the state which meets annually in conjunction with the parent organization and which affords such students an opportunity to present papers and hear papers in a scientific atmosphere.


f.
by having an appointed member to represent the Academy in the American Association for the Advancement of Science.

1.
The President-Elect shall serve as chairperson of the Program Committee and should have complete charge of the program, including selection of papers, invitation of speakers, physical arrangements, etc.

2.
Although the Constitution does not specify the date of the Annual Meeting, it 
should be held near the beginning of April; late April dates conflict with other meetings and end-of-school activities, while dates in March force a too-early deadline for Abstracts.

3.
The place of Annual Meetings should rotate among central and more peripheral locations, generally at the President-Elect's home institution.

4.
The Newsletter editor shall have the programs printed and mailed to members in the February Newsletter.  The program chairperson should cooperate in this effort, assembling the program and proofreading it.

5.
The Newsletter editor should issue a Call for Papers for the program in the fall Newsletter (September).  An Abstract Form provided by the program chairman should be included in the Call for Papers.

6.
With the exception of invited papers, the presenter or senior author of any paper presented at the Annual Meeting, whichever may be preferred by the authors, shall be a member in good standing, and all residents of South Carolina who appear on the program should be members of the Academy.  In practice, papers are accepted for the program when appropriate applications for membership, accompanied by the payment of dues, are received.

7.
Authors of invited papers need not be members.

8.
Appropriate Academy awards shall be made or announced at the Awards  Program in conjunction with the Annual Meeting.  When finances permit, an awards banquet may be scheduled at the Annual Meeting.

9.
All reports of committees at the Annual Meeting or elsewhere shall be submitted in writing.  Annual reports of all standing committees shall be printed in the Bulletin either as parts of the minutes or otherwise.  Reports of ad hoc committees shall be printed where appropriate.

10.
With the approval of Council, travel expenses and honoraria may be made available to the Program Committee for invited speakers.  It is preferable, however, that the Annual Meeting be self-sustaining.

11.
The Academy shall make available a sum of money to the NAAS Representatives to help defray travel expenses incurred in attending the Annual Meeting of the NAAS.

12.
The President shall serve as Chairperson of the Long Range Planning Committee.  This Committee typically meets immediately prior to each quarterly Council Meeting.  It is concerned with the growth and direction of the Academy.

V.  JOB DESCRIPTIONS:  COUNCIL OFFICERS

PRESIDENT

1.
The President is the chief administrative officer of the Academy, as well as its ceremonial head, and should be concerned with all of its affairs during the year.  The President should work especially closely with the Secretary, Treasurer, Editors, and the President-Elect.  The President also should work with or be informed of all programs of the Academy and as Chair of the Long Range Planning Committee, assist in the development of new programs for the Academy and any changes in its operation.

2.
The President is one of the constitutionally designated officers of the Academy, and with the other elected officers begins a one-year term of office on July 1, following the Annual Meeting.  Transferal of materials and laying of plans for the coming year should be completed by that time.

3.
The President should appoint as soon as possible, with the approval of the Council, the Editor and two other members to both the Bulletin and the Newsletter Committees, for one-year terms of office. 

4.
A Representative to the National Association of Academies of Science is appointed triennially by the President, with the approval of the Council, from the members of the Academy who are concurrently Fellows of NAAS.  Thus, this appointment is normally to be made every third year and will not be the responsibility of every President.

5.
The President must appoint a Chairperson and members of each standing committee of the Academy, described elsewhere in this manual, as well as representatives from SCAS to certain organizations.  These are appointed annually except for the chairperson of the Patron Membership Committee, the NAAS Representative, and the Representative to South Carolina Research Authority Advisory Board who are appointed for three-year periods, respectively, and the members of the Long Range Planning Committee who are the officers of the Council.  These appointments, as well as those of Newsletter and of Bulletin Editor, NAAS Representative, and Patron Membership Chairperson when needed, should be made early-- preferably before the summer begins.  All committee and chairpersons appointments should be cleared with the appointees insofar as is practical.  The President may wish to ask the chairperson to suggest some or all the persons to serve with them.

6.
The President may appoint officers to oversee certain groups of committees in order to provide better communication.  It is recommended that the Vice President oversee the Membership, Patron Membership, and Publicity Committees in order to become familiar with their workings to more effectively serve as Program Chairman for the Annual Meeting.

7.
The President must appoint those ad hoc committees initiated during the current term of office, make appointments to any other non-standing committees for which they may be needed, and act under the instructions of the Council with regard to any other appointment matters.

8.
The President must see that the Council annually designates a Curator (see duties of the Curator).

9.
If necessary, the President must instruct the committee chairpersons in the functions of their committees, and indicate procedures, deadlines, etc.

10.
The President must call quarterly Council Meetings to work on programs and plans for the year.

11.
The President must preside at meetings of the Council, at the various general meetings during the Annual Meeting, and at the Annual Business Meeting of the Academy.

12.
The President should prepare an Agenda for each Council Meeting, which should be distributed, with supporting information, to Council members and other interested parties at least one week in advance of the meeting.

13.
Although it is the duty of the Council to set the time and place of the Annual Meeting, the President should see that this is done as early as possible.  Preferably, the place for the Annual Meeting should be decided a year ahead of time and announced at the preceding Annual Meeting.

14.
Where Council approval is required for action, the President may poll its members by mail or electronic means, if that seems more practical than calling a special meeting or waiting until the next regular meeting.

15.
The President should see that all officers and chairmen of standing committees have a copy of this Manual of Procedures (which they should return to the Secretary when they leave office).  The President should arrange to have the Manual revised as necessary.  See also the Secretary's responsibility in this regard.

16.
The President must make an annual report to the Academy to be published in the Bulletin.

17.
The President is to perform all other functions appropriate to the office.

PRESIDENT-ELECT

The President-Elect serves for one year preceding service as President.

The President-Elect attends Council meetings as an officer of the Academy.  Responsibilities of the President-Elect include service as Chair of the Program Committee, appointment of chairs for the various sections of the Annual Meeting, receipt of abstracts of papers for the program, providing for the listing of the abstracts in the Newsletter and the Bulletin, setting the time of the Annual Meeting with approval of the Council, making arrangements for invited speakers and all physical facilities and providing overall coordination of the Annual Meeting program.  See Program Committee in the Standing Committees section.

SECRETARY

The Secretary is elected to a three-year term and may be reelected.  The Secretary has these responsibilities:

1.
To serve as a member of the Council of the South Carolina Academy of Science and to attend all Council meetings.

2.
To keep the minutes of each Council meeting and of the Annual Business Meeting of the Academy and to send to each Council member a copy of the minutes of the most recent meeting with the announcement of the next Council meeting.

3.
To receive from the President annual reports of the committees and officers of the Academy and maintain them in an appropriate file.

4.
To insure that every Council member has a current copy of the Manual of Procedures.

5.
To maintain and preserve the official Academy files and to retain as yearly units the files for a period of six years preceding the then current year.  After the files of the Academy have been in the hands of the Secretary for six years they are then given to the Curator for permanent filing.

6.
To serve as an ex-officio member of the Bulletin and Newsletter Committees.

7.
To apprise the President and any other officers of the Academy of any materials received which pertain to the duties of these officers.

8.
To see that an adequate supply of letterhead Academy stationery is available each year.

9.
To work with the Newsletter Editor to ensure that the membership is apprised of Council action.

10.
To oversee the proper functioning of the several standing committees relating to publications: Bulletin, Newsletter and Resolutions.

11.
To send letters of appreciation that have been approved from the Resolution Committee at the Annual Business Meeting.

TREASURER

The Treasurer is elected to a three-year term and may serve more than one term.  The Treasurer has the responsibility:

1.
To serve as a member of the Council of the South Carolina Academy of Sciences and to attend all Council meetings.

2.
To receive and disburse all monies of the Academy and to keep appropriate records thereof.

3.
To prepare the official list of current members of the Academy for the Bulletin.

4.
To provide up-to-date sets of mailing labels for the Newsletter and other mailings.

5.
To provide the Secretary and committee chairs with a list of current members upon request.

6.
To provide special notification of renewal of membership to Patron Members.

7.
To contact AAAS annually to determine the total Senior Academy monies available for the AAAS research awards and to notify the Executive Director of the SCJAS and the committee responsible for these awards.

8.
To keep in correspondence with the Awards Committee to assist them with the monies needed.

9.
To submit a written financial report to the President at the time of the Annual Meeting.

10.
To set up a registration table for the Annual Meeting, with the help of the local Arrangements Committee, and to keep a record of attendance.

11.
In consultation with the President, have the books audited each year.  A written report should be submitted to Council.

12.
To invoice the respective Sigma Xi chapters during the summer to procure funds for the various research awards.

13.
To prepare a proposed annual budget for presentation at the summer meeting.

VICE-PRESIDENT

This officer shall serve as a member of the Council of the Academy and shall assume the duties and responsibilities of the President in his absence from meetings of the Academy or if the President is not able to fulfill the duties and responsibilities of the office.

Acting on behalf of and responsible to the President and Council of the Academy, the Vice-President shall be primarily concerned with the growth and development of the Academy.  In particular the Vice-President shall be an ex-officio member of the Publicity and Membership Committees.

The term of office of the Vice-President is one year.  Upon completion of the term in office the Vice-President shall succeed to the office of President-Elect.

The Vice-President should oversee the proper functioning of the several standing committees relating to science affairs: Membership, Necrology, Nominations, Patron Membership, Publicity, and Science Week.

VI.  JOB DESCRIPTION:  COUNCILORS

The Council consists of the President, the Vice-President, the President-Elect, the Secretary, the Treasurer, and twelve Councilors (four of whom are elected each year for a three-year term).  The Immediate Past President and Past President also serve on the Council.  The Bulletin Editor, Newsletter Editor, Executive Director of SC MESAS and Executive Director of the South Carolina Junior Academy of Science serve as ex-officio members of the Council.  All members have similar responsibilities, which are:


1.
To give careful consideration to all matters brought before the Council;


2.
To bring ideas concerning the Academy before the Council; and


3.
To cooperate and assist in the implementation of Council decisions.

BULLETIN EDITOR

The Bulletin Editor is designated annually by the Council.  The Editor has the responsibility of preparing, publishing and delivering the Bulletin.  He/she must collect materials from Council members, edit these, have them typed, printed, bound and mailed.  See Bulletin Committee for contents of the Bulletin.

EXECUTIVE DIRECTOR OF THE SCJAS

The Executive Director of SCJAS

1.
Serves as Chairman of the High School Relations Committee.  The Director prepares the agenda for this committee and serves as an ex-officio member of the Council of SCAS, representing the Junior Academy. 

2.
Appoints two Adult Directors of the Junior Academy each year -- with the approval of the SCAS President and the High School Relations Committee -- and keeps in contact with all Adult Directors to ensure that they carry out their duties.  The Executive Director may appoint additional Student Directors each year to assist with duties.

3.
Is responsible for the finances (such as from SCAS, outside grants, and private gifts) of the Junior Academy.

4.
Maintains the database for SCJAS clubs and does necessary correspondence for the day-to-day operation of the Annual Meeting of SCJAS.

5.
Directs all programs for the Junior Academy or appoints an appropriate person to act in his place. 

6.
Appoints an Editor of the SCJAS Newsletter and should maintain a professional quality of that publication.  The Editor edits, prints, and distributes Newsletters to all individual members, officers, SCAS Council members, and those in leadership roles in the Junior Academy.  These Newsletters will be mailed in August/September, November/December, February/March, and April/May.  The August/September edition shall include application information and Fall Workshop details.  The November/December edition shall include Winter Workshop details, results from the Fall Workshop, AAAS research grant information, a Call for Papers for the Spring Annual Meeting, etc. The February/March edition shall include specific details of the spring Annual Meeting and registration instructions for the meeting.  The April/May edition shall include awards and results of the annual meeting.  The Executive Director will review and approve each Newsletter edition.

7.
Appoints an Adult Treasurer to work alongside the elected SCJAS student Treasurer.  The Treasurer will be responsible for collecting all dues, paying all bills, preparing the annual financial report, keeping an updated database of the membership and providing the officers of SCJAS with mailing labels.

8.
Serves as a Trustee of the SCAS/SCJAS Trust Fund along with the Immediate Past SCJAS Executive Director, the President of SCAS, the Immediate Past President of SCAS, the Treasurer of SCAS, one SCJAS Sponsor, and the Senior Trust Officer of First Citizens Bank.  John Michener -- the Founder of SCJAS -- will serve as ex-officio Trustee.

9.
Presides jointly with the Student President at all meetings of the Board of Directors.  There are normally three called meetings of the Board each year.

10.
Works closely with the Secretary of SCAS in planning the Junior Academy activities, especially the Annual Meeting.

IMMEDIATE PAST PRESIDENT

The Immediate Past President should alternate with the Past President in overseeing the proper functioning of either the standing committees on secondary school relations or the standing committees on awards.  The standing committees concerned with awards include the following committees:  Governor's Awards, High School Research, Outstanding Secondary Science Teacher, Research Paper, Explorers, and other awards.

NEWSLETTER EDITOR

The Editor has the responsibility of supervising the layouts, typesetting, printing, publication and mailing of the Newsletter.  The Editor must solicit articles from Council members, write feature articles and editorials, edit news items and submitted articles and prepare announcements for each issue.  The Editor may be assisted in these tasks by an assistant or associate editor.

The Newsletter Editor should annually set deadlines for submission of articles for inclusion in the four annual editions of the Newsletter.   Normally these four editions will be published in August/September, November/December, March and June/July.  The August/September issue is sent not only to members but also is widely disseminated within the state.  It should include an initial Call for Papers.  The November/December issue should include the formal Call for Papers.  The March edition should include details of the Annual Meeting, nominations of offices, and any proposed Constitutional or Bylaws changes.  The June/July edition should recognize the award winners for the several awards made by the Academy.

PAST PRESIDENT

The Past President should alternate with the Immediate Past President in overseeing the proper functioning of either the standing committees on awards or the standing committees on secondary school relations.  Standing committees relating to secondary school relations involves the following committees: AAAS Research Grant, High School Relations, Science Fairs, and NAAS Representative.

EXECUTIVE DIRECTOR OF S.C. MESAS
1.

2.

3.

VII.  JOB DESCRIPTION:  APPOINTEES

CURATOR

The Curator is designated annually by the Council and must be a member of the Academy and situated at the University of South Carolina at Columbia.  This person has custody over the repository of Academy materials located there (see Article IV of the Constitution).

It has been the duty of the Curator to report annually the issuance of copies of the Bulletin to other Academies of Science and institutions in the United States and foreign countries and the receipt of exchange copies of publications and these sources.

It is the duty of the Curator to oversee the permanent disposition of Academy materials and the placing of those items deemed worthy in the USC Library.

The Curator and the SCAS President must contact all committee chairmen one month prior to each Annual Meeting and request that copies of all correspondence and documents with historic value be received on or before the date of the Annual Meeting.

Although the appointment has been annual it has been the custom for the Curator to serve a number of years.

NAAS REPRESENTATIVE

(Representative to the National Association of Academies of Science from the South Carolina Academy of Science)

The NAAS Representative is appointed by Council.  The principal duty is to represent the Academy at meetings of the NAAS.  Reports of Council Meetings of NAAS are then made to the Council of the Academy.  In addition, the representative receives a rather large mailing from NAAS throughout the year, and this material should be digested for items of import to the South Carolina Academy of Science.

The primary purpose of the NAAS is to provide an organization for the promotion of the common aims of the various academies and the American Association for the Advancement of Science (AAAS).

The second purpose of the NAAS is to aid all member academies in their common purposes and accomplishments.  Toward this end an annual meeting is held, in conjunction with the AAAS Convention, at which time delegates from the member academies participate in a day-long program of activities involving subjects of concern to academies of science.  In addition, the Board of Directors of the NAAS and the committee members work throughout the year on matters that are supportive of member academies -- planning the program for the Annual Meeting, including the program of the American Junior Academy of Science, distributing mailings to the officers of the member academies, including Newsletters, and meeting with AAAS Representatives to discuss and to plan cooperative endeavors such as youth activities in science.

REPRESENTATIVE TO THE SC RESEARCH AUTHORITY ADVISORY BOARD

A member or former member of Council is appointed at the recommendation of the President and approval of Council to serve a three-year term as the SCAS representative to the Advisory Board of the SC Research Authority.  This board meets quarterly to evaluate demographic and business trends and to make recommendations to advance South Carolina as a desirable site for establishing new business ventures.

VIII.  STANDING  COMMITTEES

BULLETIN ADVISORY COMMITTEE

The committee's responsibility is to issue the Bulletin of the South Carolina Academy of Science annually, preferably one month before the Annual Meeting which it covers.  The Bulletin Editor has the following responsibilities:

1.
To include in the Bulletin the following items relating to the previous Academy year just ended:


b.
a list of committee chairs and members;


c.
committee reports;


d.
minutes of Council meetings;


e.
minutes of the previous Annual Business Meeting;


f.
a list of major awards made with a brief biographical/ professional essay about each awardee;


g.
a membership list, with patron members prominently identified.

2.
To include in the Bulletin the following items relating to the upcoming Academy Annual Meeting:


a.
a description of the symposium or special lecture;


b.
the schedule of SCAS technical sessions and the abstracts of all papers to be presented;


c.
the schedule of SCJAS technical sessions and the abstracts of all papers to be presented;


d.
other information pertaining to the SCAS/SCJAS annual meeting as appropriate.

GOVERNOR'S AWARDS FOR EXCELLENCE IN SCIENCE COMMITTEE

The Governor's Awards for Excellence in Science, formally the Drug Science Foundation Contribution Award to Science in South Carolina, is under the joint sponsorship of the Governor's Office, and the South Carolina Academy of Science.  Each of two awards, consists of an honorarium of $1,000 and a citation and is presented at the Annual Meeting of SCAS.  One award is given for science discovery and the other award is for science awareness.

The process of selecting the recipient of the award each year is conducted by an Award Administrative Committee and an Award Selection Committee, chaired by members of the Academy.  The Administrative Committee is responsible for the preparation and distribution of the nomination form, receipt of the nominations with supporting documentation, duplication of these documents, and distribution of a completed packet to members of the Selection Committee.  In addition, the Administration Committee prepares the citation for presentation to the recipient at the Annual Meeting.  The Selection Committee consists of a chair from the Academy, a representative from the Governor's Office, a representative from the South Carolina Commission of Higher Education, representatives from USC, MUSC, and Clemson University, a representative from the smaller colleges in the state, and two other members selected from industry and/or the Savannah River Plant.  The members serve two-year terms and the terms are staggered such that half are selected each year.  The Chairman of the Selection Committee is responsible for recruitment of the members of the selection Committee, with assistance from the Council of the Academy.

Normally the announcements for the Award are mailed in November of each year with a deadline of January 15 for receipt of completed nomination forms.  The Selection Committee meets in February to select the recipient of the Award.

HIGH SCHOOL RESEARCH AWARDS COMMITTEE

The South Carolina Junior Academy of Science (through funding from the American Association for the Advancement of Science and the South Carolina Academy of Science) and the Clemson University Chapter of Sigma Xi jointly sponsor junior research grants for high school students.  These research grants are made in order to further encourage the investigation in pure and applied mathematics and science.  Each grant is to be used for a research project to be carried out by a suitably qualified student enrolled in a high school in South Carolina.  The award is to be used by the student primarily for expenses such as chemicals, minor equipment items, or other supplies; this includes expenses incurred in good faith for successful completion of the project.  Travel expenses are not included.

The High School Research Awards Committee:


1.
Sends an announcement to all high schools in South Carolina soliciting applications in the fall and in the spring.


2.
Collects and provides for the evaluation of these applications.


3.
Makes awards to fund those proposals deemed worthy.


4.
 Prepares award and congratulatory letters for the President’s signature.

LONG RANGE PLANNING COMMITTEE

The purpose of the Long Range Planning Committee is to plan the growth and development of the Academy.  It should propose new programs and activities and evaluate current activities.  It should review suggestions from the Council or the membership and make recommendations based upon these.  Its chairman shall be the President of the Academy.  This committee is made up of the Council Officers, and has responsibility:


1.
To recommend new programs.


2.
To review and evaluate suggestions from all sources.  The Committee should actively solicit suggestions from all Academy members.


3.
To make recommendations to the Council designed to improve the organization, activities, and services of the Academy.


4.
To meet at least quarterly and as required by its business.


5.
To review the Manual of Procedures and make recommendations for its updating, including the Constitution and Bylaws of the Academy. 


6.
The President, as chairman of this committee, shall submit an annual report of the deliberations of this Committee for publication in the Bulletin.  This report should include all ideas considered whether approved or not.


7.
To receive all requests for financial support for programs and events not normally sponsored by the Academy.  Each request must be transmitted to the Council with a recommendation for approval, modification, or rejection.

MEMBERSHIP COMMITTEE

The Membership Committee is appointed annually by the President.  The Chairperson, however, may submit to the President the names of those persons preferred to serve on the committee.  The Committee may be as large as is manageable, with representation from as many different institutions over the state as is practical.  The Chairperson and/or other Committee members may be asked to serve more than one year so as to provide greater continuity of membership activities.

The Committee's purpose is to solicit, maintain and increase membership in the Academy by contacting prospective members, promoting the programs and aims of the Academy and encouraging attendance at and participation in the Annual Meeting.  Insofar as is practical, promotional materials should be distributed everywhere in the state where new members might be found and personal contacts should be made with Academy representatives at all institutions or places of employment where members might be recruited.

The Committee should consider various ways by which membership might be increased and also the interest of members sustained and Academy membership made more meaningful, and should make appropriate recommendations to the Council or the Long Range Planning Committee.

The Committee has the responsibility of recommending persons for Emeritus membership, distinguished membership and honorary membership.

NECROLOGY COMMITTEE

The Necrology Committee's task is to make inquiry about any members who have died since the preceding Annual Meeting of the Academy and to make a biographical report concerning deceased members at the succeeding Annual Meeting.  After the chairman has made his report, it is customary for the members of the Academy to rise for a moment of silence in honor of these persons.

A sample letter of inquiry which is sent to the various institutions in the state is given as follows (the date will vary based on the time of the Annual Meeting):

(return address)

February 12, 1995

(addressee)

Dear __________________:

The Necrology Committee of the South Carolina Academy of Science is preparing a report concerning any deceased members who have passed away since the meeting of last spring.  For this reason we are writing you requesting that you send us any information concerning the death of any member associated with your organization or institution which has occurred during the past year.

 For this report we wish the full name of the deceased and his last position.  In addition we would like to have a biographical sketch, a list of his previous positions, and his accomplishments.

In order to get this report ready for the April meeting, we shall appreciate it very much if this information is sent early enough so that we can receive it by March 23.

Yours sincerely,

The Necrology Committee of The South Carolina Academy of Science

The report of the Necrology Committee is printed in the Bulletin in the form of biographical sketches of the deceased members of the Academy.

NEWSLETTER COMMITTEE

The Newsletter Advisory Committee assists the Editor by establishing the journalistic policy of the Newsletter and by suggesting possible editorial subjects.  Individual committee members may, from time to time, contribute feature articles, news items or editorials.  The Council has approved the selling of advertising space to appropriate organizations or companies.

NOMINATIONS AND ELECTIONS COMMITTEE

The Nominations and Elections Committee consists of the Past President as Chairperson, and the two most recent Past Presidents.  Duties of the Committee are to present a slate of nominees to the Academy membership for the offices of  Vice-President, and three Councilors.  On years when their terms expire, a slate of nominees for Secretary and Treasurer will be formulated.  Names and biographical sketches of all nominees will be published in the Newsletter immediately preceding the Annual Business Meeting.

Elections are held during the Annual Business Meeting.  The President announces the names of the nominees and asks them to stand to be recognized.  A ballot will be distributed to all members in attendance.  The President will appoint a Ballot Committee, of at least three members, who will tally the votes.  A simple majority is required for election.  In the event a nominee for Councilor does not receive a simple majority, a run-off election will be conducted between the two nominees with the largest number of votes.  Results are announced before the business meeting is adjourned.

PATRON MEMBERSHIP COMMITTEE

The role of the Patron Membership Committee is to maintain contact with the Academy's patron members and to encourage their participation in and support of Academy activities.  It also encourages each member of the Council to promote patron membership among institutions and industries in their regions of South Carolina.

The Chairman of the Committee on Patron Members shall:


1.
Be elected by Council for a three-year term which is renewable;


2.
Obtain from the Treasurer the annual dues invoices for patron members and to forward these invoices with a letter outlining recent Academy activities to each patron member.  Patrons should send their dues directly to the Treasurer.


3.
Conduct all correspondence with patrons and prospective patrons;


4.
Report at suitable intervals to the Treasurer and to Council.
The Responsibilities of the members of the Committee are:


1.
To assist the Program Chair in contacting nearby industrial patron members for service on the Steering Committee for the Annual Meeting.


2.
To seek additional institutional and industrial patron members.


3.
To contact those patron members who do not respond to the dues notices and to encourage their membership renewals.

PROGRAM COMMITTEE

It is the responsibility of the Program Committee, chaired by the President-Elect, to prepare a program and make all physical arrangements for the Annual Meeting.  The Program Committee Chair should appoint individuals to head local arrangements and sections.  The date(s) and location of the meeting should be submitted to the President for approval no later than the July Council meeting preceding the Annual Meeting.  After soliciting suggestions for the program, the Program Committee Chair should discuss general plans, including special speakers, symposia, banquets, etc., at the July and September Council meetings.  Budget for the meeting should be prepared by late summer.  Plans should be complete in time for inclusion in the Call for Papers and accompanying letter and other materials which go out to the membership in September or October Newsletter.

The Executive Director of the Junior Academy of Science should be kept informed of meeting plans and coordinate with the Program Committee Chair on Junior Academy meeting plans.  Individuals in charge of sections should solicit members and institutions in their fields for submission of papers for the Annual Meeting.  The local Arrangements Committee should schedule and equip all rooms for the meeting.  It should also arrange with the Treasurer for the maintenance of the registration desk and attendance record of the meeting.

Other professional groups wishing to meet jointly with SCAS should be notified by the Program Committee Chair.  These organizations should be granted a place on the program.

PUBLICITY COMMITTEE

The Publicity Committee is charged with the responsibility of collecting, assembling and disseminating newsworthy information, human interest stories, pictures, facts and general news which would promote the South Carolina Academy of Science in any and all forms of media.

The Committee is responsible for updating and printing brochures periodically.

The committee should develop channels of communication with newspapers, magazines, radio and television stations.

Among the goals and objectives of the committee should be: to bring the Academy favorably to the attention of the public as the principal support group for Science in South Carolina, to enhance the recognition of the Academy, and to explain and clarify the role of the Academy in promoting science both as an intellectual pursuit and a benefit to the welfare of mankind. All Academy-sponsored events, programs, awards and activities should be publicized and scientific activity within the state should be sought out and promoted in the media.

RESOLUTIONS COMMITTEE

This Committee formulates resolutions expressing the appreciation of the Academy to its hosts for the Annual Meeting and to any other special person(s) or group(s) to whom expressions of appreciation should be made.  The Chairperson of the Committee is appointed by the President.  A member of the Committee presents the resolution(s) at the annual business meeting of the Academy, provides the Secretary with a copy, and suggests that a motion for the adoption of the resolution(s) be made.

SCIENCE FAIRS COMMITTEE

The President annually appoints the Chairman;  it has been customary for the Chairperson to serve for a number of years.

The Science Fairs Committee has the responsibility of:


1.
Promoting Science Fairs in South Carolina, both on a local and regional level, although most of its effort has been directed at the regional level.


2.
Working with directors from each region who are certified by the International Science and Engineering Fair organization in Washington, D.C. (Division of Science Services).


3.
Preparing a Directory of Regional Fairs to include the following information:  Director, Location, Date of Fair, and Fair Sponsors.  This Directory is printed in the SCAS Newsletter.


4.
Aiding each regional director, where possible, but accepting no financial responsibility for itself nor the Academy beyond the following:

(a) providing appropriate award medals and SCAS certificates of merit for participants from each region, when requested; and

(b) providing one Head Chaperone to accompany all regional winners to the International Science and Engineering Fair wherever it is held.


5.
Making housing reservations and, when feasible, travel arrangements for winners from all regions to the International Science and Engineering Fair.  The expenses for all of these, except for the official SCAS appointed chaperone, are the responsibilities of each region.

SCIENCE WEEK COMMITTEE

The purpose of this committee is to bring about a week long, statewide focus on science and science-related activities.

The Committee accomplishes this by:


1.
Applying for a proclamation of a "Science Week" from the Governor's Office.


2.
Developing a packet of resource information for elementary, middle, and high school teachers, to be distributed through school superintendents, often using materials available for National Science Week.


3.
Advertising Science Week and activities in the media, including the SCAS and SCJAS Newsletters.

SECONDARY SCIENCE OR MATH TEACHER OF THE YEAR SELECTION COMMITTEE

This committee requests nominations and selects the Science or Mathematics Teacher of the Year; this was formerly designated the Cryovac Award.  During the summer, the selection committee chair is appointed by the President who may appoint an additional committee member or members at that time.  The committee chair then selects additional committee members as needed to complete the assigned task.  For the sake of continuity, the chairman should be asked to serve for several consecutive years.

In late Autumn the committee chair solicits nominations from high school principals and heads of science and math departments across the state.  Address labels from the State Department of Education are used for this purpose.  A special form is provided for submitting the nominations, and a deadline is set in mid-November for the return of the nomination forms.

During the last week in November, nominees are informed and are requested to submit a portfolio to include: biographical information, performance information and two letters of recommendation.  The forms are included in a packet of procedures that is passed from chairman to chairman.  The deadline for returning the forms is mid-January.

The selection committee completes evaluation of the portfolios and arrives at a consensus winner by the end of February.  The committee members grade each candidate on special forms using a scale of 300 points for a perfect score.

The committee chair totals the scores and determines the winner.  The winner and runner-up are notified.  Certificates containing biographical information are prepared and the certificates, a monetary award, and an expense-paid trip to the annual AAAS meeting are presented at the annual banquet of the Academy.

UNDERGRADUATE RESEARCH AWARDS COMMITTEE

The Undergraduate Research Awards Committee is appointed annually by the President.  The Chairperson, however, may submit to the President the names of those persons preferred to serve on the committee.  The Chairperson and/or other Committee members may be asked to serve more than one year so as to provide greater continuity of membership activities.  Except for the Chair, Committee members do not have to be members of the Council.

Funding for the awards is derived from the contributors from the several chapters of Sigma Xi within South Carolina.  The Committee is responsible for administering awards for outstanding undergraduate research at colleges and universities within the State of South Carolina.  The purpose of the Sigma Xi awards is to foster, encourage and recognize the work done by undergraduates in South Carolina on projects of exceptional scientific merit.  The awards are made by a panel of two year college qualified scientists and are based on evaluation of the research presented by students before the Academy at its Annual Meeting.

The Committee's duties include arranging financial donations or other prizes for appropriate awards, developing criteria for awards, selecting judges, organizing judging activities, and making arrangements for awarding prizes.

TWO YEAR COLLEGE COMMITTEE

The Two Year College Committee Chairperson is appointed annually by the President.  The Chairperson may submit to the President the names of those persons preferred to serve on the committee.  The Chairperson and/or other Committee members may be asked to serve more than one year so as to provide greater continuity of two year college activities.

The purposes of the committee are:


1.
to promote membership in the Academy from among two-year college faculty, administrators and students;


2.
to promote participation of two-year college faculty and students in Academy annual meetings, Junior Academy workshops, and MESAS workshops;


3.
to promote the presentation of two-year college research at Academy meetings;


4.
to organize a session (or sessions) for two-year college research presentations at the annual meeting of the Academy and, at its discretion, plan for a two-year college focus group or special session at the annual meeting or at another time as deemed appropriate by the Committee.


5.
to administer awards for outstanding undergraduate research at two year colleges within the State of South Carolina.  The purpose of the awards is to foster, encourage and recognize the work done by undergraduates on projects of exceptional scientific merit.  The awards are based on evaluation of the research presented by students before the Academy at its annual meeting.  The Committee will arrange for financial donations or other prizes for appropriate awards, develop criteria for awards, select judges, organize judging activities and make arrangements for awarding prizes.


6.
to be cognizant of and recommend to Council sources of awards for two-year college research projects, research presentations and teaching excellence; and


7.
to recommend to Council ways to improve relationships between two-year college personnel and other Academy constituencies.

END OF MANUAL OF PROCEDURES
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