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Upon accepting your appointment as a chair of any AASL committee, subcommittee, or task 
force, you will have certain responsibilities and will be expected to perform certain functions on 
behalf of the association.  Below are basic guidelines for committee chair responsibilities: 
  

· Familiarize yourself with the function and the minimum intended outcomes of your 
committee. The function and the minimum intended outcomes, set forth by the AASL 
Board of Directors, are to be used as a guide for the work of the committee.  Both are 
included in the invitation that is sent to each appointed member of a committee.  You 
can also find the charge and function statements of all AASL committees on the AASL 
website at www.ala.org/aasl/committees. 

·  Any desired changes in charge or function statements must be requested in writing to the 
President and will be referred to Bylaws and Organization Committee for review and 
consultation. 

· Work with the AASL staff liaison to ensure that the work of the committee is carried out.  If 
you have any questions regarding committee work, responsibilities as chair, etc., contact 
your staff liaison. AASL staff liaisons are designated to facilitate the work of the 
committee. 

· Organize the committee members and initiate communication. ALA Connect is the primary 
mode of communication for AASL committees. Mail, telephone, and fax contact are also 
utilized. Upon receiving a roster of members of the committee or task force, the chair is 
expected to contact everyone via ALA Connect with introductions and welcome. 

· Suggestions for the first mailing/e-mail to committee members: 
1. Welcome everyone to the committee; explain the committee function and 

outline how the committee activities will accomplish the minimum intended 
outcomes for the year. 

2. Introduce the AASL staff liaison and explain their role. 
3. Provide a draft timeline and schedule of committee activities and deadlines. 
4. Plan the first face-to-face meeting, if applicable (usually during the ALA 

Midwinter Meeting). 
5. Report on the accomplishments of last year’s committee and communicate 

their comments and suggestions to current members. 
6. Solicit feedback and create an open forum for sharing of ideas. 
7. Plan the committee’s work for the year in accordance with ALA goals and 

priorities, AASL goals, and more directly along the guidelines of your 
committee’s function and the minimum intended outcomes for the year. 

8. Remind committee members to log into ALA Connect and change their email 
settings for the committee. 

· Maintain regular communication with your AASL staff liaison.  There will be times the office 
will need to contact you with urgent questions or to finalize plans for an event.  Please 
notify the AASL staff liaison if you will be unavailable at your regular contact numbers for 
a longer period of time (e.g. Spring Break or vacation). 

· Coordinate all official committee correspondence with your AASL staff liaison.  All official 
committee correspondence on behalf of AASL should originate from the AASL office 
(e.g. Award notifications). 

· Any activity that has potential budgetary implications needs to be coordinated with the 
AASL staff liaison. 

· If travel is necessary for a committee, all arrangements must be made through the AASL 
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office, using the elected travel agency of the American Library Association.  Please 
contact your staff liaison if you have questions regarding travel plans. 

· Serve as a leader and coordinator for the committee members and activities.  Be available 
and accessible (via e-mail and phone) to committee members and the AASL staff liaison 
throughout the year. 

· Inform committee members of meeting times and deadlines.  Prepare agendas, outlines 
and all other documents you will be using well in advance and distribute to committee 
members.  Always place all copies of official committee correspondence and 
documentation in the ALA Connect committee space. 

· Plan for formal meetings of your committee at the Midwinter Meeting and Annual 
Conference.  These are generally held during AASL’s All Committee Meeting. 

· Each committee chair is required to complete a written report after the committee’s 
meeting at Midwinter Meeting and Annual Conference which must be handed in to your 
staff liaison immediately following the meeting.   

· Submit your work product or any other item requiring Board action/approval to the AASL 
Board of Directors in advance of their meetings at Midwinter and Annual Conference. 
Documents must be submitted at least 30 days in advance of the meeting. Contact your 
staff liaison for more information.  

· Where appropriate, make policy recommendations to the AASL Board of Directors to be 
considered at the time of the Midwinter Meeting or Annual Conference. 

· Inform the AASL President and the AASL staff liaison of any resignations received from 
committee members and ask for reappointment if necessary. 

· Inform the AASL staff liaison about any changes or corrections to the committee members’ 
contact information so that the roster can be kept current. 

· Reply to all inquiries from the field concerning problems related to committee work and to 
AASL staff liaison’s questions or requests. 

· Place copies of all official committee correspondence and records in the ALA Connect 
committee space upon the completion of your term.  Those files make up AASL’s 
historical record and must be preserved in the office.  Also, they will serve as 
background and policy information for future committee chairs (will be forwarded to your 
successor by the AASL staff liaison). 

· Supervise the regular work of the committee.  Notify the AASL President and the AASL 
staff liaison of members who exhibit excellent leadership and collaboration skills, to be 
included in future committees or recommended for leadership positions within the 
Association. 

· Communicate with the right person for the task, i.e. staff liaison, board liaison, committee 
members, President or Executive Director.  If there is an issue talk to the appropriate 
person, remembering to use common courtesy.  Issues can be resolved when we all 
work together for the common good. 

  
 


