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Item #4 
YALSA Board of Directors Meeting 

ALA Annual Conference, Washington DC 
June 24 – 29, 2010 

 
Topic: Approval of Updated Chair Responsibilities 
 
Background: In light of the recent changes to ALA’s policy on committee 

participation, as well as the fact that Board member 
responsibilities were recently updated, an ad-hoc committee 
comprised of Board members and recent chairs reviewed the 
current responsibilities for chairs and committee/jury/taskforce 
members (as stated in the YALSA Handbook) and revised them.  
In May the Board voted via email to accept the revised 
responsibilities, which are provided below.  Including the item as a 
part of this meeting simply ensures it will be entered into the 
official record of the association.   

 
Action Required:  Consent 
 

 

Job Description for Chairs 

In order to plan and implement activities that reflect the group's function statement and the 
YALSA and ALA Strategic Plans, each chair must possess leadership and communication 
skills, including the ability to motivate and manage group members, to manage and maintain 
documents pertinent to the group's work, to use web 2.0 tools effectively to accomplish 
group work throughout the year and to communicate effectively and promptly with members. 

Minimum Qualifications:  

• Current membership in YALSA 
• In order to accomplish work in a virtual environment, all Chairs must be confident 

and competent users of web 2.0 tools, including but not limited to wikis, chat 
software and ALA Connect 

• Excellent time management and organizational skills 
• High ethical standards 
• Willingness to serve 
• Adequate time to commit to the work of the group 
• Meets deadlines 
• Project management skills  
• Demonstrated leadership skills including but not limited to the ability to bring a group 

to a consensus and motivate others 
• Familiarity with association structure and governance 
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Please note that specific groups call for certain areas of expertise.  For example, the Financial 
Advancement Committee seeks members who have fundraising experience.  Please check the 
individual group’s page on the web site for details. 

Reports to: Liaison, President and Board 

Management: 

• Develops short and long-range goals with the member group based on YALSA’s 
strategic plan and direction from the Board.  

• Develops a timeline for completion of the group’s work based on direction from the 
YALSA President and/or the Board Liaison 

• As necessary, schedules meetings for both Midwinter and Annual Conferences with 
YALSA’s Program Officer for Conferences & Events. 

• Participates in all face-to-face or virtual training for chairs as appropriate to the 
format of the committee (virtual or face-to-face), such as but not limited to the 
Leadership Development meeting and any other meetings/calls called by the 
President. 

• When at the ALA Annual Conference, attends the YALSA membership meeting, All 
Committee Meeting and Leadership Development meeting, as well as any programs 
or meetings sponsored by your group. 

• Evaluates group work on pre and post conference report forms, which are due four 
weeks prior and four weeks after each conference.  

• Provides feedback about group members' performance to the Board Liaison.  
• Reports resignations and contact information changes of group members to the 

President, Executive Director and YALSA’s Program Coordinator for Membership. 
• Recommends high performing group members for reappointment to the President-

Elect.  
• Coordinates group programs, publications and other activities.  
• After obtaining prior approval for the expenditure, submits Request for Payment 

forms with receipts for group expenses.  
• Brings requests for action to the Board in person or in writing, after having worked 

with Board Liaison to develop the RBA (Request for Board Action.)  
• Facilitates the work of the group’s projects throughout the year and keeps group 

members motivated and on track.   
• Informs group members of the "right of first refusal" for publishing group materials.  
• Clears contacts with vendors and requests to vendors with the YALSA Executive 

Director before an approach is made.  
• Mentors new group members, as needed. 
• Writes commendation letters for group members when appropriate. 

Knowledge: 

• Read through the ALA Handbook of Organization and refer to it as necessary to 
ensure group compliance with policies and procedures 
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• Read and understand the content of the YALSA Handbook, and follows all policies or 
procedures that impact the work of the group 

• Pay special attention to association activities that affect or are affected by the group's 
work 

• Know YALSA’s Strategic Plan and be able to articulate how the work of the group 
supports the plan 

• Stay well informed about YALSA by reading YAttitudes and YALS, monitoring the 
YALSA Blog and/or subscribing to the association Twitter feed 

• Become familiar with the basics of association governance and the role of committees 
and member groups within that structure 

• Make an effort to learn more about best practices in leadership and how that applies 
to the chair work for the group 

Communication: 

• Reports to the Board Liaison, President and Board before and after each conference 
via the pre and post conference reports  

• Keeps Board Liaison updated on the work of the group  
• Communicates regularly (at least once a month) with group members to keep them 

apprised of news and projects and to garner ideas for future and continuing work of 
the group 

• Notifies group members of any changes to the group roster 
• Notifies YALSA members of group work via postings on the YALSA Blog and/or 

articles in YAttitudes and YALS. 
• Manages online resources for group communications, such as a YALSA electronic 

discussion list, YALSA wiki page or ALA Connect space 
• Networks with other chairs to explore possible joint projects  
• Reads all messages on YALSACOM listserv  
• Copies the Board Liaison on all relevant communications 
• Orients the incoming chair and passes on all files , passwords, materials etc. at the 

end of the term  

Special Responsibilities: 
Specific groups have unique responsibilities.  Contact the President and last year's chair to 
discuss specific responsibilities, any manual or handbook for the group, access information to 
any online resources (listserv, ALA Connect, etc.). Ask YALSA’s Program Coordinator for 
Membership for the previous chair's contact information, if necessary.  

Timelines 
YALSA has two appointment cycles-one in the spring and one in the fall. Chairs appointed in 
the spring begin their term July 1st.  Fall appointments generally begin their term February 
1st. Besides the information that is provided below, groups may have their own specific 
timelines to be followed for group work, projects, and products. 

Timeline for Chairs of Selection Committees 
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July – Sept. Persons interested in serving on selection committees fill out the Selection 
Committee Volunteer Form. 

Oct. – Nov. President-Elect appoints committee chairs and members. 
Dec. Read materials about past activities and future committee work and contact 

the current chair for necessary information about ongoing projects, concerns, 
etc. 
Contact your in-coming committee members and introduce yourself.  
Explain what you will do as chair and what your expectations of committee 
members are. 
Review YALSA’s Strategic Plan. 
Work with YALSA’s Program Coordinator for Membership to set up a 
means of contacting and working with your group electronically. 
Designate continuing members to mentor new members as needed and 
appropriate. 

January If you’re attending the Midwinter Meeting, sit in on the committee that 
you’ll soon be chairing. 
If other in-coming committee members are at Midwinter, set up an informal 
get-together so the group can begin to know one another. 
Attend and participate in the Leadership Development meeting on Saturday 
from 8-10AM. 
Make an effort to meet your Board Liaison. 
Talk to the out-going chair to find out any necessary information, resources, 
concerns, etc. 

February The work of your group officially begins.  Use the space in ALA Connect, 
listserv and other electronic resources you set up earlier to begin work. 
Ask your committee members when the best times to meet at Annual are.  
Request meeting times and space for Annual when notified by YALSA’s 
Program Officer for Conferences & Events via the yalsacom listserv. 

March - April Work with YALSA’s Communication Specialist to post your committee’s 
nominations on the web site at the beginning of each month.  Also post the 
nominations on popular library listservs such as YALSA-BK, PUBYAC and 
LM_NET and encourage your committee members to post them on state 
library listservs. 

May Complete online Pre-Conference Report Form and send a copy to your 
Board Liaison. 
If your group has a request for the Board, work with your Board Liaison to 
fill out and submit the online Request for Board Action form. 

June Attend the Leadership Development meeting from 8-10AM on Saturday. 
Meet with your group at the Annual Conference. 
Check in with your Board Liaison and share any concerns w/ him/her. 

July Complete online Post-Conference Report Form and send a copy to your 
Board Liaison. 

August Ask your committee members when the best times to meet at Midwinter are. 
 Request meeting times and space for Midwinter when notified by YALSA’s 

Program Officer for Conferences & Events via the yalsacom listserv. 
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 Remind your committee members that anyone who is eligible to serve 
another year on the committee and who wants to do so must fill out a new 
Committee Volunteer Form. 

Sept. Provide feedback to the President-Elect as to who has done a great job on the 
committee and should be re-appointed.  Provide feedback about potential 
chairs for the next committee. 

Oct. – Nov. President-Elect appoints next round of committee chairs and members. 
Dec. Talk with the in-coming chair about any ongoing projects, concerns, etc. 

Complete online Pre-Conference Report Form and send a copy to your 
Board Liaison. 
If your group has a request for the Board, work with your Board Liaison to 
fill out and submit the online Request for Board Action form. 
Communicate with the incoming chair of the committee about the work of 
the group. 

Jan. Attend the Leadership Development meeting from 8-10AM on Saturday. 
Meet with your group at the Annual Conference. 
Check in with your Board Liaison. 
Turn in final lists, information for the press release, etc. to the YALSA 
office before leaving the conference. 
Discuss with the incoming chair the post-conference report.  Fill out thePost-
Conference Report Form and send a copy to your Board Liaison and the 
incoming committee chair. 
Provide the in-coming chair with any necessary materials or information. 

 

Timeline for Chairs of Process Committees, Juries, Taskforces & Advisory 
Boards 

Jan. – Feb. Persons interested in serving on selection committees fill out the Selection 
Committee Volunteer Form. 

Mar. – Apr. President-Elect appoints committee chairs and members. 
May Read materials about past activities and future committee work and contact 

the current chair for necessary information about ongoing projects, concerns, 
etc 
Contact your in-coming committee members and introduce yourself.  
Explain what you will do as chair and what your expectations of committee 
members are. 
 
Review YALSA’s Strategic Plan and think about how your group could 
contribute towards achieving the goals laid out in the plan. 
Work with YALSA’s Program Coordinator for Membership to set up a 
means of contacting and working with your group electronically. 
Designate continuing members to mentor new members as needed and 
appropriate. 

June If you’re attending the Annual conference and there’s a meeting of your 
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group, sit in on their meeting. 
If other in-coming group members are at Annual, set up an informal get-
together so the group can begin to know one another. 
If you’re at Annual, attend and participate in the Leadership Development 
meeting on Saturday from 8-10AM. 
Contact your Board Liaison and introduce yourself. 
Talk to the out-going chair to find out any necessary information, resources, 
concerns, etc. 

July The work of your group officially begins on the 1st.  Use the space in ALA 
Connect, listserv and other electronic resources you set up earlier to begin 
work. 

August Ask your committee members when the best times to meet at Midwinter are. 
Request meeting times and space for Midwinter when notified by YALSA’s 
Program Officer for Conferences & Events via the yalsacom listserv. 

Sept. – Nov. Continue the work of your group.  Check in with your group members 
regularly to ensure that projects are on track and that there are no concerns. 
Publish information about the work of your group on the YALSA Blog, 
YALS, and/or YAttitudes, as appropriate. 

Dec. Complete online Pre-Conference Report Form and send a copy to your 
Board Liaison. 
If your group has a request for the Board, work with your Board Liaison to 
fill out and submit the online Request for Board Action form. 

Jan. If appropriate, meet with your group at the Midwinter Meeting and attend 
the Leadership Development meeting on Saturday from 8-10AM. 
Check in with your Board Liaison. 

Feb. Complete online Post-Conference Report Form and send a copy to your 
Board Liaison. 
Remind your group members that anyone who is eligible to serve another 
year on the group and who wants to do so must fill out a new Committee 
Volunteer Form. 
If you plan to meet at Annual, ask your group members when the best times 
to meet are. 
Request meeting times and space for Midwinter when notified by YALSA’s 
Program Officer for Conferences & Events via the yalsacom listserv. 
Provide feedback to the President-Elect as to who has done a great job on the 
group and should be re-appointed.  Provide feedback about potential chairs 
for the next group. 

March - April President-Elect appoints next round of chairs and members. 
May Talk with the in-coming chair about any ongoing projects, concerns, etc. 

Complete online Pre-Conference Report Form and send a copy to your 
Board Liaison. 
If your group has a request for the Board, work with your Board Liaison to 
fill out and submit the online Request for Board Action form. 

June If appropriate, meet with your group at Annual and attend the Leadership 
Development meeting on Saturday from 8-10AM. 
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Check in with your Board Liaison. 
Complete the online Post-Conference Report Form and send a copy to your 
Board Liaison and the incoming chair. 
Provide the in-coming chair with any necessary materials or information. 

Job Description for Committee/Jury/Taskforce Members 

When members are appointed to official groups, they are expected to be active participants in 
the work of the group. They must commit the time, energy and creativity needed to assist the 
group in realizing its goals and objectives.  All group members are responsible for 
responding to communications from the chair in a timely manner and accepting and 
performing tasks assigned to them by the chair.  Selection and award committee members are 
responsible for attending all meetings held at both Midwinter and Annual.    

Before deciding to volunteer for a particular committee/jury/taskforce, YALSA recommends 
that you contact the current chair of the group or participate in a group meeting (like 
YALSA's All Committee Meeting at Midwinter and Annual or a meeting being held online 
by the group) to get an idea of the group and the work that it does.  Some committees, like 
award and selection committees, require a significant amount of time.  Do your due diligence 
and talk to current group members to find out about how much time one must have to devote 
to the work of the group. 

Minimum Qualifications:  

• Current membership in YALSA 
• In order to accomplish work in a virtual environment, all committee/jury/taskforce 

members must be competent users of web 2.0 tools, including but not limited to 
wikis, e-chats and ALA Connect. 

• Good time management and organizational skills 
• High ethical standards 
• Willingness to serve 
• Adequate time to commit to the work of the group 
• Meets deadlines 

Please note that specific groups call for certain areas of expertise.  For example, the Financial 
Advancement Committee seeks members who have fundraising experience.  Please check the 
individual group’s page on the web site for details. 

Reports To: Chair of the group to which they have been appointed 

Appointment Process: 

• Researches the different member groups to find one that is the best fit for you 
• Fills out the appropriate volunteer form before the annual deadline 
• Reads appointment form and accompanying information carefully before signing and 

returning it to YALSA’s Membership Coordinator 

http://ala.org/ala/mgrps/divs/yalsa/boardandcommittees/committeechair.cfm
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• Asks YALSA’s Membership Coordinator or President-Elect for more information 
about the appointment, if needed 

• Notifies chair and fills out a new volunteer form if re-appointment to the group is 
desirable 

Participation: 

• Knows the function statement for the group and understands the charge and policies 
and procedures of the group   

• Seeks guidance or clarification from the chair when needed 
• Requests the information needed to perform tasks from the chair 
• Actively participates in planning and implementing short and long-range goals for the 

group  
• Participates in any scheduled meetings, online discussions, virtual work sessions, etc.  
• Takes a proactive approach to group work  
• Works on group projects throughout the year  
• When appropriate, promotes YALSA and its resources to communities, professionals, 

and teens 
• Clears any contact with vendors, publishers, organizations etc. first with the chair, 

who then clears it with YALSA’s Executive Director  

Knowledge: 

• Becomes familiar with the ALA Handbook of Organization  
• Reads and understands the content of the YALSA Handbook, paying special attention 

to any policies or procedures that impact the work of the group 
• Pay special attention to association activities that affect or are affected by the group's 

work 
• Becomes familiar with the YALSA Strategic Plan 
• Keeps up with YALSA news by reading YAttitudes and YALS, monitoring the 

YALSA Blog and/or subscribing to association Twitter feed 

Communication: 

• Promptly informs chair and YALSA’s Membership Coordinator of changes in 
mailing and contact information  

• Strives to respond within 24 hours to chair messages  
• Informs chair of any emergencies or extenuating circumstances where you will not be 

able to participate in communication or activities for a period of time. 
• Brings any issues or concerns relating to the group or to your ability to participate in 

the group to the chair so that they may be resolved in a timely manner 
• Understands that the only person with authority to speak for the group is the chair 
• Notifies the YALSA President, group chair and YALSA’s Membership Coordinator 

if resigning  
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What YALSA Looks for When Considering Requests for Reappointment to a Group or 
Appointment to another Group  

Terms of appointment vary, and members may request re-appointment (in some cases up to a 
total of four years) by filling out a new volunteer form. Many members have asked us how 
YALSA evaluates them when looking at requests to be re-appointed to a group or to be 
appointed to another group. We look at:  

• Participation: How active has the group member been during his/her term? As 
examples, has the member actively participated in projects, communicated with group 
members in a timely manner, taken a proactive role in accomplishing the work of the 
group, and/or participated in any events or programs organized by the group?  

• Attendance: Did the member attend all required face-to-face meetings, virtual work 
sessions, conference calls, etc.?  

• Chair and Staff Feedback: The chair and appropriate staff are asked for feedback on 
the group member’s participation in the work of the group.  

 
What YALSA Looks for When Considering Committee Members for Appointment as 
Chair  

In addition to the items noted above, YALSA also looks at whether a group member has been 
actively engaged as a leader on any special projects, his/her success in managing the work, 
his/her ability to work in a team environment, ensuring that projects are successfully 
completed in a timely manner and familiarity with association structure and governance.  The 
YALSA President-Elect communicates with the current committee chair to gather 
information about the best qualified committee members to serve in the role as chair. 


