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[bookmark: _Toc168395363]About This Guide
This document serves as a template for suggested duties and positions, providing examples for chapters to utilize while building their own Chapter Officer Onboarding Guide. 
There are many ways this guide could be integrated and distributed to chapter leaders. Below are the two recommended distribution methods:  
· The entire board can review it as a whole after elections, welcoming in newly elected chapter leaders; or 
· Select members of the board can meet in a small one-on-one style group setting with the newly elected chapter leader(s) and review the contents. 

Directions to Complete the Sample Documents in the Appendices 
1. Review document(s) and focus on highlighted sections:  
· Green Highlight = Directions to be removed once read and completed. 
· Yellow Highlight = Fill in the blank/remove based on your chapter’s needs and policies.  
2. Add in any other chapter-specific information. 
3. Update formatting of the document(s) for fluidity.  
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[bookmark: _Toc168395364]Chapter Officer Onboarding Guide 
Best Practices
The Chapter Officer Onboarding Guide is designed to equip you with the essential knowledge and strategies for effectively transitioning a chapter officer into a new role. As leaders within your chapter, the dedication and leadership of the officers is integral to the success and growth of the chapter. This guide serves as a comprehensive resource, offering onboarding tips and best practices curated from experienced leaders and tailored to empower chapter officers in navigating the responsibilities, challenges, and opportunities that come with a new position. Whether assuming a leadership role for the first time or moving into a new position within the board, this guide will provide the tools and support needed to excel and make a meaningful impact within the chapter. 
Implementing the best practices below empowers chapters to create a clear and efficient onboarding program for chapter leaders. This ensures a smooth integration into their roles, fostering a strong understanding of board expectations and responsibilities from the outset.
[bookmark: _Toc168395365]Annual Orientation
· Conduct an annual orientation, workshop, or retreat led by the current President (and Immediate Past President) for every current member of the Executive Committee. See Appendix A for a Chapter Officer Orientation, Sample Agenda. 
· Review and/or update Chapter Strategic Plan.
· Review Bylaws and/or Policy Manual.
· Discuss and create a budget for the upcoming year.
· Provide officer training in a group setting.
· Provide a high-level overview of each Chapter Officer's role, responsibilities, and expectations.
· Provide an opportunity for the President to discuss their goals for their term; goals for the chapter; and goals for each officer.
· Form and assign appropriate Committees and establish goals for the committee year.
· Review of active requirements and due dates, meeting dates, and other important dates to note.
[bookmark: _Toc168395366]Welcome Packet
· Welcome packet and formal onboarding for new Board Members (print or digital)
· Board Contact List (emails/phone numbers). See Appendix B for Board Contact Information, Sample.
· Chapter Leader Reference Guide 
· Chapter Policy & Procedure Manual
· Chapter Bylaws
· Robert’s Rules of Order
· Helpful Chapter related links
· Chapter Officer Toolkit
· Chapter website
· Chapter social media
· Connect with an established Board or EC mentor

· President/VP/IPP one-on-one sit down with the new members to review expectations of their position and go over a position-specific “Task Book” that outlines expected KSAs (Knowledge-Skills-Abilities). See Appendix C for Duties for Board Positions, Sample. 
[bookmark: _Toc168395367]Chapter Officer Onboarding Checklist
· Send board member updates to APCO Membership (membership@apcointl.org).
· Transition financials (refer to Fiscal Responsibility document for further information) and any other logins/site access rights/shared folders.
· Update the Chapter website/social media.
· Welcome the board member(s) to their role!
· Schedule/conduct board member orientation. See Appendix D for Additional Topics for Officer Review, Sample
[bookmark: _Toc168395368]Additional References
· APCO International Chapter Officer Toolkit
· APCO International Chapter Leaders Reference Guide 
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[bookmark: _Toc168395369]Appendix A – Chapter Officer Orientation, Sample Agenda
[CHAPTER] Chapter Officer Orientation
SAMPLE AGENDA
Day, Date, Time

	Agenda Topic
	Presenter
	Bylaws / Handbook Reference
(if applicable)

	Welcome & Overview of the Day

	President
	

	Overview of APCO
	President/Chapter Historian
	

	· APCO History & Governance
	
	

	· Review key portions of the CL Toolkit

	
	

	Bylaws & Policy Manual Overview
	President
	

	· Officer fiduciary responsibility
	Treasurer
	Chapter Policy Manual Section 4.2

	· Officer position responsibilities
	Secretary
	

	· Role of Executive Council
	
	

	· Role of Regional Board
	
	

	· Role of CCAM
	
	

	· Social Media Policy

	President/PIO
	

	Break

	
	

	Financials
	Treasurer
	

	· Budget for upcoming FY
· Review policies / Fraud Triangle
	
	

	· Review current financial statements
	
	

	· Any travel policies, reimbursement, etc.

	
	

	Lunch

	
	

	Committee Review / Relevant Updates
· Conference planning

	
	

	Chapter Special Initiatives
	
	

	· Reclassification 
	
	

	· Bylaws Review
	
	

	· Compassionate Care

	
	

	Strategic Plan Review & Goal Workshop
	
	



Review future meeting dates, active requirements, and due dates, etc. 

[bookmark: _Toc168395370][bookmark: _Toc162337719]Appendix B – Board Contact Information, Sample
[Fill out table with current board contact information – this should be distributed to fellow board members, not the membership as a whole.]
	Name
	Board Position
	Email
	Cell Phone

	John Smith
	President, EC
	jsmith@email.com
	(602) 867-5309

	Jane Doe
	Treasurer/Secretary
	jdoe@email.com
	(602) 333-0911

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





[bookmark: _Toc168395371]Appendix C – Duties for Board Positions, Sample
Duties of Current Board Members
[Below are possible duty assignments, separated by board position. Modify this to reflect the structure that may already exist within your chapter. This may mean that certain bullet points are best represented under the duties of another board position other than as depicted below, removed, or additional ones added.] 
[bookmark: _Toc162337720][bookmark: _Toc168395372]President 
· Must be a full member. 
· Must adhere to qualifications outlined in APCO International Policy Manual and governance documents.
· Leads Chapter Meetings. 
· Represents the chapter at all state-related business or select designees to attend.
· Assists with guiding the vision and future of the [CHAPTER] APCO chapter.
· Serves as chair of the Executive Committee and general membership meetings.
· Selects the members and Executive Board members to serve on committees.
· Assists with the annual [CHAPTER] budget preparation and approval process.
· Assigns the representative from [CHAPTER] for the Statewide 9-1-1 Advisory Board.
· Represents [CHAPTER] amongst the other chapter presidents.
· Serves as a representative on local and state committees/boards (legislation, state conference, etc.).
· Ensures communication remains open between the members of the executive board.
· Ensures consistent and open communication with the entire Executive Board, specifically with the Secretary and Treasurer concerning their duties.
[bookmark: _Toc162337721][bookmark: _Toc168395373]1st Vice President 
· Assigned representative of [CHAPTER] on the Statewide 9-1-1 Advisory Board.
· Chair/Co-Chair the Legislative Committee.
· Represents [CHAPTER] at meetings when the President cannot attend.
· Attends and presents Legislative and Statewide Advisory Board Reports at the [CHAPTER] Executive Board Meetings and General Membership Meetings.
· Coordinates legislative trips, such as 9-1-1 Goes to Washington, as needed.
· Assists with the drafting and passage of 9-1-1 legislation.
· Assists with the annual [CHAPTER] budget preparation and approval process.
· Assists with the [CHAPTER] Bylaws rewrites as needed.
· Fulfills the duties of the Chapter President in their absence.
[bookmark: _Toc162337722][bookmark: _Toc168395374]2nd Vice President
· Prepares the agenda for [CHAPTER] Executive Board and General Membership meetings.
· Coordinates and facilitates chapter-led trainings throughout the year. 
· Fulfills the duties of the 1st Vice President in their absence.
[bookmark: _Toc162337723][bookmark: _Toc168395375]Secretary
· Must be a full member. 
· Must adhere to qualifications outlined in APCO International Policy Manual & Governance documents.
· Records and documents the minutes of the Executive Board and General Membership meetings.
· Coordinates the election cycle.
· Maintains the website and other social media platforms.
· Maintains the Chapter’s PSConnect Community.
[bookmark: _Toc162337724][bookmark: _Toc168395376]Treasurer
· Must be a full member. 
· Must adhere to qualifications outlined in APCO International Policy Manual & governance documents.
· For each expenditure, creates a digital record based on any receipts received using the preferred accounting platform.
· At the end of each month, reconciles digital accounting entries against the previous month’s bank transactions to reconcile the accounts down to zero.
· Prepares, maintains, and submits required tax documents on behalf of the chapter. 
· Creates invoices for hosted training sessions.
· Processes all expenses of the Chapter throughout the year, including conference attendance costs for designated Executive Board members. [List specific expenses covered (or not covered) below.]
· EXAMPLE: State Conference
· Registration and hotel for up to four nights for all board members.
· Registration for full conference (excluding Sunday class), hotel for up to three nights for all [CHAPTER] Award Winners.
· EXAMPLE: APCO International Conference
· Airfare, hotel, registration, ground transportation, and meal expenses for [CHAPTER] President and/or [CHAPTER] Executive Council Representative.
· APCO International Reception for [CHAPTER] APCO Members.
· Prepares and updates the annual budget of [CHAPTER] APCO.
[bookmark: _Toc162337725][bookmark: _Toc168395377]Historian
· Serves as the Chair of the Historical Committee.
· Serves as the custodian of the Chapter’s legacy. 
· Documents the milestones, achievements, and challenges that define the Chapter’s history, including photographs, artifacts, and oral histories. 
· Vets and submits paperwork for Senior and Life Member Designations. 
· Updates RPL and CPE graduates on the website, as well as curates online repositories and multimedia presentations. 
[bookmark: _Toc162337726][bookmark: _Toc168395378]Director(s) / Regional Representatives
· Serves on assigned committees.
· Participates in Executive Board Meetings and General Membership Meetings.
· The Executive Board Manual will be the responsibility of an assigned Director for all maintenance and updates.
· A Director will be assigned to assist with onboarding new Executive Board Members.
[bookmark: _Toc162337727][bookmark: _Toc168395379]Commercial Advisor(s)
· Builds relationships with commercial partners operating in the chapter’s region.
· Encourages and educates on the value of commercial membership.
· Coordinates and hosts the annual or bi-annual commercial membership and sponsor call.
· Secure the location for [CHAPTER] APCO International Reception.
· The Commercial Advisor(s) may serve on the International Commercial Advisory Council (CAC).
· Interfaces with or serves on committees (Ex: state conference committee, legislative committees, etc.).
[bookmark: _Toc162337728][bookmark: _Toc168395380]Past President
· Coordinates the annual election process as the official receptor of the applications for nomination.
[bookmark: _Toc162337729][bookmark: _Toc168395381]Executive Council Member
· Must be a full member. 
· Must adhere to qualifications outlined in APCO International Policy Manual & Governance documents.
· Serves as the liaison between the [CHAPTER] Executive Board and the Executive Council.
· These individuals serve the chapter as the direct conduit for the exchange of information to and from the regional representative on the Board of Directors, the chapter, and their members.
[bookmark: _Toc162337730][bookmark: _Toc168395382]Frequency Advisor(s)
[This position varies greatly from state to state, not only in their appointment but in their role on the Board. Frequency Advisors are overseen by the APCO AFC.]
· Coordinates requests for frequencies.
· Consults and advises members on frequency issues.
· Serves as an advisor to the [CHAPTER] Executive Board.



[bookmark: _Toc168395383]Appendix D – Additional Topics for Officer Review, Sample

[Below are possible topics to review, depending on board position. Modify the table below to reflect your chapter’s structure and specific Bylaws/Policy Manual sections. Certain topics are best reviewed one-on-one based upon board position, whereas other topics are best reviewed with all board members.] 
	Topic
	Bylaws / Policy Manual Section

	Awards
	

	Scholarships
	

	Committees
	

	Meeting Schedule
	

	Budget
	

	Annual Events
	

	Role Responsibilities
	

	Board Expectations
	

	Fiscal Responsibilities
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