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Glossary of Terms
MISSION

To be a driving force in the area to provide employers with workforce support for the economic benefit of the communities we serve.
Introduction
Reasons for Becoming a Member

Board Members are usually individuals who have an interest in the mission and the well being of an organization.  Most offer their services because they share the belief for Boards’ existence and strongly believe in its work and purpose.  Others serve on Boards for enlightened self-interest, in that they believe in the organization, but they also want to gain personal benefits from their efforts.  A few serve for the salient desire of personal gain.

We realize that Board membership is usually one small part of a busy life; but, with your Board membership comes responsibility and accountability.  An overriding area of concern for all organizations is its ethical governance.  Not only must the Board be ethical in all areas, it must be perceived to be ethical by those outside the organization.

Board Members are both liable and responsible for their conduct and decisions.  Practices that are generally acceptable in a business setting may not be considered ethical in the Board’s domain.

Your fellow Members are here to help you.  If you have a question about ethics, responsibility or liability, don’t be afraid to ask.  There are policies and procedures to guide you.  This manual also has some general guidelines to follow.  The bottom line is that your tenure as a Board Member should provide you with a sense of pride.  The organization and your fellow members are here to help make that happen for you.

The Role of Governance

As a “team” member it is understood that you will play different roles to support and build the organization.  Board Members should and do act as supporters and builders, but they have another role to play as questioners and monitors of the organization.

The two roles of support and governance encompass different tasks. In the role of supporter, you should strive to ensure the success of the organization. Board Members help raise money, bring contacts and clout to the organization, provide special skills and act as ambassadors to the community.  The governance role, on the other hand, has as its goal the protection of the public interest. Governance responsibilities include selecting the Executive Director and assessing his or her performance, reviewing and authorizing plans and commitments, ensuring compliance with legal and contractual requirements, and evaluating the organization's work. 

Both of these Board roles are distinguished from that of management, which is the province of the Executive Director. 

Commitment and Responsibilities
There is a variety of views about the roles and responsibilities of a Board and most of these views share common themes.  Simply put the Board reports to stakeholders, particularly the local communities that we serve.  As a Board Member you have made a commitment to the organization and have accepted the following responsibilities:
1. Determine the Organization's Mission and Purpose and articulate the organization's goals, means, and primary constituents served.

2. Provide continuity for the organization by setting up and protecting the corporation or legal existence. Represent the Board’s point of view through interpretation of its products and services, and advocate for them.

3.  Govern the Board with broad policies and objectives formulated and agreed upon by the Executive Director and staff, including assigning priorities. 
4. Select the Executive Director by reaching consensus on the Executive Director’s job description and undertaking a careful search process to find the most qualified individual for the position. 

5. Support the Executive Director, Review His or Her Performance and ensure that the Executive Director has the moral and professional support he or she needs to further the goals of the organization. 

6. Ensure Adequate Resources for the Board to fulfill its mission. The Board should work in partnership with the Executive Director and Resource Developer to identify and raise funds from outside funding sources. 

7. Manage Resources Effectively to remain accountable to the public and to safeguard our tax-exempt status.  Assist in developing the annual budget and ensure that proper financial controls are in place.

8. Ensure Effective Organizational Planning by actively participating with the staff in an overall planning process and assist in implementing the plan's goals.

9. Determine and Monitor the Organization's Programs and Services to be consistent with Board’s mission, and ensure their effectiveness. 

10. Communicate the Board’s Purpose to community leaders, elected officials, and the community-at-large.
11. Serve as a Court of Appeal when all other avenues of appeal have been exhausted and it is necessary to protect the Board’s integrity.

12. Assess Performance in fulfilling the Board’s responsibilities, recognize achievements, and reach consensus on which areas need to be improved. 

13. Serve as a Mentor to new Board Members and offer advice to fellow members when asked.
A Welcome Message

The North East Texas Workforce Development Board congratulates and welcomes you as a new Board Member!

 As a member of the Board you will have an opportunity to take a leadership role in the development of programs and services that will positively impact the economic climate of the region as whole. 

As a Board Member it is important to understand that you have certain responsibilities to funders, consumers, staff, and other stakeholders.  You have a legal responsibility to carry out the affairs of the Board.  It is also important to understand that, as a volunteer, no one expects you to be an expert in all aspects of the operation of the Board.  All you are asked to do is to apply the same skills, talents, resources, and judgment that you use in your daily activities to the operation of the Board.

It is important to remember that all the Board Members are trying to achieve the same objective – the best possible outcomes for employers and job seekers from Sulphur Springs to Texarkana.  Each Board Member brings different skills and you will be able to learn from all of them.  At the same time, you will be able to share your skills and knowledge with them.

Yes, you are responsible for the programs and services of the North East Texas Workforce Development Board, and you are responsible for the money the organization handles.  But no, not every decision is a life or death decision.

So try to relax a little and get prepared to meet new and exciting challenges at the same time as you do a lot of important work.

Sincerely,

Kay O'Dell

Executive Director

What Is the North East Texas Workforce Development Board?

Business Driven System

The North East Texas Workforce system is a business-driven system focused on meeting the needs of business and industry.  The main purpose of the Workforce Board is to make clear decisions about the direction the Board should be taking.  As a Board Member you will oversee the design of local workforce training and services guided by local businesses and industry.

Private Not-for-Profit Corporation

The North East Texas Workforce Development Board (Board) is a private-not-for-profit corporation.  The Board is organized and operated as a publicly supported organization for purposes specified in the Workforce Investment Act, the Workforce and Economic Competitiveness Act of the 73rd Texas Legislature as amended by House Bill 1863, and any successor acts.   Its primary purpose is to plan and oversee workforce development programs in the nine-county area known as the Workforce Development Area (WDA) which includes Bowie, Cass, Delta, Franklin, Hopkins, Lamar, Red River, and Titus counties.  

None of the earnings of the organization may inure to any private shareholder or individual. In addition, the Board may not attempt to influence legislation as a substantial part of its activities and it may not participate at all in campaign activity for or against political candidates.

The Board is eligible to receive tax-deductible contributions in accordance with IRC Section 170.  This means that we can accept contributions and offer donors a tax deduction for their gifts. For donors, contributions are fully tax-deductible to the amount allowed by law. 

History

The North East Texas Workforce Board was created to fulfill the requirements of two bills passed by the Texas legislature.  Senate Bill 642 (1993) called for a comprehensive, coordinated effort related to workforce development and provided for the creation of Workforce Development Boards.  House Bill 1863 (1995) created the Texas Workforce Commission, provided state block grants to local areas for the development of the local workforce system, and required the establishment of one-stop career centers.

On April 3, 1996, then Governor George Bush called Chief Elected Officials (CEO) across the state to a meeting in Austin where he unveiled his vision for the Texas Workforce System.

“Give freedom and responsibility to match people with jobs that actually exist.”

“It is up to you to tell the state the best way to match people with existing jobs.”









G. Bush 1996

In 1996 the Ark-Tex Council of Governments submitted a Letter of Intent to form a Local Workforce Development Board.  Several public meetings and hearings later, the required CEOs signed an interlocal agreement that outlined the process for governance, appointments to the Board, resource allocation, and communications between and among the CEOs.  This interlocal agreement named Ark-Tex Council of Governments as the administrative and fiscal agent for the Board.

In 1998 the Board applied for certification from the Texas Workforce Commission.  In April of 1999 the Texas Workforce Commission certified the Board and three days later the CEOs signed a Partnership Agreement again naming Ark-Tex Council of Governments as the fiscal agent and grant recipient for federal funds granted under the Workforce Investment Act (1998).

Senate Bill 280 prohibited Boards from directly providing workforce services; therefore, in 1999 the Ark-Tex Council of Governments became the contracted service provider.  The Board became an independent entity gaining full fiscal and administrative control of the planning and oversight function of the North East Texas Workforce System in January 2000.

In April 2001 the Board signed its Articles of Incorporation declaring it as a private non-profit corporation.  In January 2002 the Internal Revenue Service determined the Board was exempt under 501 (c) (3) designation.

Today the Board oversees the operations and performance of four Workforce Centers located in Texarkana, Mt. Pleasant, Paris, and Sulphur Springs as well as several other federally funded grants and programs.
Funding Sources

The Board receives funding from several different sources for many different purposes.  Some of these funds come from the Federal government, some from the State of Texas, some are local, and some come from various granting organizations.  You can imagine how complicated it is to track and account for so many funding streams, all of which have different rules and different fiscal reporting periods.  Don’t panic!  You have a finance staff that is here to do most of the work for you.  They will present reports that will make it easier for you understand and will answer any questions you may have.  Just remember that the more questions you ask, the more you learn.

Chief Elected Officials (CEOs) and the Lead CEO

The Board operates as an equal partner with the Chief Elected Officials of the WDA. Many important documents require the approval of both the Board and the CEOs under an agreement called the Partnership Agreement.

CEOs include the Mayor of Texarkana and County Judges who preside over each of the nine counties included in the WDA.  These officials are responsible for appointing Board Members and for overseeing the activities of the Board.  At least once each year the Board Chair is required to provide the CEOs with a Financial Management Plan that includes a budget and contracting guidelines, a strategic and operational plan, and an annual report on the activities of the Board.

Each year the CEOs elect one of their representatives to be the Lead CEO.  The Lead CEO serves as an ex-officio member of the Board and the Board’s Executive Committee.  The Lead CEO is responsible for keeping all the other CEOs up-to-date on Board actions and is also responsible for organizing and presiding over the annual meeting between the Board’s Executive Committee and CEOs.

Board Member Relationships, Responsibilities, and Requirements

Strategic versus Operational Responsibilities

As a member of the Board you are ultimately responsible to help the Board establish and review the vision, mission, strategic goals, and guiding principles of the organization.  You are also responsible for ensuring the continuity of the Board through the effective recruitment and evaluation of an Executive Director to manage the Board’s affairs.  You will help the Board’s progress toward reaching its mission by securing support from your community.  

You are also responsible for the proper and ethical functioning of the Board.  It is ever Board Members responsibility to adhere to the code of ethics and to watch for pitfalls and areas of potential ethical mismanagement of both members and staff.

As a Board Member you have many other important responsibilities.  One is to ensure that the organization has the resources necessary to accomplish the goals you have helped set for the organization and that those resources are managed effectively.  You also should help to enhance the public image of the Board, assess its performance, and communicate the Board’s purpose and plans to community leaders, elected officials, and the community-at-large. 

Relationship between the Board and the Executive Director

Keeping the relationship between the Board and the Executive Director clear and productive is one of the biggest challenges for both the Board and the Executive Director.  No single relationship is as important and when well conceived, it can set the stage for effective governance and management.

As a general rule, the Board governs and the Executive Director manages.  This means that the Board provides counsel to the Executive Director and does not get involved in the day-to-day affairs of the organization.  Each party needs to understand its own responsibilities because a Board that is overly active in management can inhibit the organization’s effectiveness.

The best way to distinguish between what a Board Member’s responsibilities are and what the Executive Director’s responsibilities are is to remember one simple rule.  Board Members have fiduciary responsibilities, and they are required to act within their authority primarily for the organizations benefit but they do not have power or authority individually.  A Board Member’s decision-making power lies in its group structure.

The table below provides suggestions and may help you to determine who is responsible for what activities.  

	Activity
	Responsibility

	Direct the process of planning
	Executive Director

	Provide input to long range goals
	Joint

	Approve long range goals
	Board

	Formulate annual objectives
	Executive Director

	Approve annual objectives
	Board

	Prepare performance reports on achievement of goals and objectives
	Executive Director

	Monitor achievement of goals and objectives
	Joint

	Assess community needs
	Executive Director

	Train Board Members
	Executive Director

	Oversee evaluation of products, services, and programs
	Board

	Maintain program records and prepare program reports
	Executive Director

	Prepare annual budget
	Executive Director

	Finalize and approve budget
	Board

	Ensure that expenditures are within budget
	Executive Director

	Solicit contributions
	Board

	Organize campaigns and events
	Executive Director

	Approve expenditures outside authorized budget
	Board

	Ensure annual audit of organization accounts
	Board

	Employ Executive Director
	Board

	Direct work of Board Staff
	Executive Director

	Hire and discharge staff
	Executive Director

	Decision to add staff
	Board

	Settle discord among staff
	Executive Director

	Interpret organization to community
	Board

	Manage media communications
	Executive Director

	Provide organization linkage with other organizations
	Joint

	Appoint committee members
	Board

	Call committee or Board Chair to urge action
	Board

	Promote attendance at meetings
	Joint

	Plan agenda for Board meetings
	Joint

	Take minutes at Board meetings
	Joint

	Plan and propose committee organization
	Joint

	Prepare exhibits, material and proposals for Board and committees
	Executive Director

	Sign governing documents
	Board

	Follow-up to insure implementation of Board and committee decisions
	Executive Director

	Settle clash between Board Members
	Board


Relationship between the Board and Board Staff
While there are no restrictions on contact with staff that report to the Executive Director, the Executive Director should be informed of all meetings.  This ensures that the Executive Director has given authorization to the staff to work with the Board, prevents threats to the Executive Director’s authority and decreases the potential for staff to give misleading and undermining information to the Board.

Board Members can request information and reports but must stop short of directing staff work by asking for items or reports that are not already prepared.  New material should be requested of the Executive Director.

Personnel grievances must go through the channels specified in the personnel policies, Board Members should direct staff complaints to those channels and resist the urge to interfere in personnel issues.  If a Board Member receives a personnel grievance, the Executive Director should be notified as soon as possible.

If the grievance is regarding the Executive Director, the staff should be directed to the Board Chair.  As representatives of the public, the Board needs to know if staff has serious criticisms, but it is only fair to the Executive Director and to the Board Chair for these to be handled according to established procedures that ensure the legal rights of everyone involved are protected and the liability to the Board is reduced.

Requirements of a Board Member

Considering the many responsibilities a Board Member has, it is vitally important that each member understand what is required to fulfill his or her duties. 

Board Members must:

Be willing and able to spend the time and effort necessary to give adequate attention to their duties;

Work constructively with the Executive Director, committees, and members;

Use sound judgment in considering problems and policies;

Make an effort to stay informed;

Be ready to assume responsibility as a decision maker;

Recognize that your authority is limited to one vote and that you must abide by the decisions of the Board;

Realize that debate is healthy, respect differences of opinion, and understand that minority opinions should be heard;

Attend all Board and assigned committee meetings.

The Board is only as strong as its members and sometimes the requirements can be overwhelming considering all your other obligations.  Remember that it is in the best interest of the organization to have active, involved, Board Members so you should not feel badly if you think your ability to make a positive contribution is compromised.  If you feel overwhelmed or unable to function effectively as a Board Member you are strongly encouraged to talk to the Board Chair or the CEO who appointed you.

What it takes to be a Good Board Member

Before you agree to serve, communicate clearly to the Board Chair what you can and cannot offer the organization.  If you decide to serve, attend the New Board Member Orientation and read the materials.

Ask questions at Board meetings.  The only dumb question is the one you wanted to ask but didn’t.  As the Board makes decisions, be sure you understand the history and context of an issue enough to exercise good judgment.  If you do not understand the financial information, say so.  Be willing to learn the differences between for-profit and nonprofit accounting.

Help evaluate the Board, the organization’s outcomes, and the Chief Executive at least annually, volunteer to help establish and implement good practices for all three of these key Board responsibilities.

Know the salary ranges for the nonprofit organization’s staff and the policies for setting salaries.  The only actual salary you’ll probably review directly is that of the Chief Staff Executive.  However, be sure all staff salary ranges reflect the education, experience, and responsibility levels required in the positions. Be sure both the salaries and benefits package are adequate for adults who may have families to support, mortgages, and college tuition to pay.  Inadequately compensated employees often can not afford to stay long, and high turnover is more expensive than low pay.  Just like any business, the Board must do their part to be responsible employers in the community.

Be ready to describe the Board’s mission in the check-out line at the grocery store.

Do what you say you will do.  The Board Members and staff work hard by spending valuable time contacting (or cleaning up behind) Board Members who don’t follow through.  This may lead to a delay in the accomplishment of the Board’s overall goals.

Say something kind or at least courteous to the staff.  Too many Board Members treat staff like faceless, menial workers.

Use your sense of humor and celebrate.  Workforce Board work is serious business, but putting the fun in activities is a gift.  Celebrate accomplishments and milestones in the Board’s development.

Do not join the Board because it looks good on your resume or just because you are interested in the issue.  While commitment to the mission is a prerequisite for Board service, a governing Board deals mostly with strategic issues like goals, budgets, planning, etc – rather than the direct operation or content of work.

Do not try to manage the organization.  One of the Board Member’s greatest sins is going beyond the governance and policy role and getting involved in management responsibilities.  The organization has qualified managers who have an in-depth understanding of the day-to-day operations.  It is important that you let them do their jobs.

Do not get involved in personnel matters regarding staff other than the Executive Director unless you do so as a member of a formal grievance committee of the Board – and then only if the grievance has followed all required procedures before it comes to that committee.

Do not assume that leading the Board is the same as in a for-profit corporation.  The Workforce Board is significantly different in many issues related to their stakeholders, clients or constituents as well as in accounting, law, communications, marketing, accountability, and resources.  For example, the Board’s stakeholders are typically a complex matrix of the people served, staff, Board Members, government, foundation and corporate funders, elected officials, government agency regulators (local, state, and federal), the local community, media, and all taxpayers.  This does not mean that you should compromise standards of efficiency, accountability, and quality.

Do not assume you are an expert your first year on the Board.  Listen and learn.

Don’t stay on the Board if you can’t attend most meetings.  The Workforce Board is not a name-only Board.  The Board deals with critical issues and timelines and cannot afford someone taking up a Board seat who is not giving thought, commitment, and time.  The standard of due diligence for Board Members means you show up, do your homework, stay informed, and focus your energy on the organization.  In addition to potential legal liability from poor attendance or inattention to the Board’s financial responsibilities and others, you put your fellow members and the organization at risk.
Ethical Standards and 
Code of Conduct

Ethical Guidelines for Board Members
If you have ever served on a board in your community you probably know that most members are volunteers who have an interest in the mission and well being of an organization.  As a member of the North East Texas Workforce Development Board you are not only a volunteer, you are also a non-compensated public servant with responsibility and accountability to the residents of the nine-county region.

With this in mind, an overriding concern for the Board is its ethical governance.  Not only must the governance of the Board be ethical, it must be perceived as ethical.  The ethical operations of the entire organization will flow from the standards set by both policy and leadership.  The ethical conduct of each Board Member will determine the perception, and to a degree, the reality of the ethical conduct of the Board, and through the Board, to the organization as a whole.

Board Members are both liable and responsible for their conduct and decisions.  Practices that may be generally acceptable in a business environment may not be considered ethical in the Board’s domain.  If members are not made aware of these areas of concern they might find themselves acting unknowingly to the detriment of the Board, the organization, and themselves.

For this reason it is important for the Board to provide each member with policies and guidelines to protect the Board, the organization, and the member.  The following guidelines may help you to make sound, ethical decisions with the best interest of the organization in mind.

CODE OF CONDUCT
1. Board Members must be loyal to the Board and its members.

2. Board Members must act in a manner that will bear the closest public scrutiny.

3. Board Members must avoid conflict of interest, including direct and indirect gains that may benefit you as a result of actions or decisions made in the capacity of Board authority.  Some examples include:

a. A member makes a decision motivated by considerations other than the “best interests of the organization”.

b. A member or family member of a member personally contracts with the organization.

c. A member assists a third party in their dealings with the Board that could result in favorable or preferential treatment.

d. A member receives gifts or loans from the organization valued in excess of $50.00.

4. Board Members must deal with the public, staff, clients, and peers in an ethical, fair, and straightforward manner.

5. Board Members must not exercise individual authority over the organization or the staff.

6. Board Members must speak positively of the organization to the public.

7. Board Members must foster friendly and positive working relationships with Board staff.

8. Board Members must maintain confidentiality of proprietary Board business.

9. Board Members must obey laws, rules, and policies regarding conflict of interest and code of conduct.

Board Members are expected, and should expect their peers, to carry out their duties with the proper use of their authority.  The Board has established policies and procedures for reporting and investigating misconduct.  Those policies and procedures are included in this handbook for you to reference.

If you have questions about the laws and policies governing ethical practices, you should speak with the Executive Director.  If you suspect that something is unethical, you should report it.  Remember it is not your responsibility to determine whether or not misconduct has occurred, but it is your responsibility to report anything that you feel uncomfortable about.

Declaring a Conflict of Interest

From time to time the Board may elect to develop policy affecting, award a grant to, or contract with, an entity with which you, as a Board Member, and active participant in your community, may have a connection.  

Board Members who have a personal, representational, or substantial business interest with a contractor or potential contractor or with any entity receiving Board funds must declare a conflict of interest.  This means that you must abstain from voting or discussion regarding any issues that would benefit the agency, organization, company, or individual in question.

Board Members are provided with a Declaration of Conflict of Interest Statement Form at the beginning of their tenure and every year following until they leave the Board.  If you have a personal, and especially if you have a substantial business interest, with anyone who may be a potential contractor with the Board, you should list that interest on the form and submit it to the Board office for your file.  Doing this protects you and the Board should anyone question your ethics or the Board’s integrity.

You can not always predict when you might have a conflict of interest on a matter before the Board.  For that reason the Board Chair will ask at the beginning of every meeting if anyone has a conflict of interest pertaining to items on the agenda.  If you declare a conflict of interest during a Board meeting, your declaration is recorded in the minutes of the meeting and you must refrain from any discussion, as well as abstain from voting, on that particular item.

Sometimes members get so involved on one issue they may forget to declare a conflict on another.  As a Board Member, if you believe that you or any another member may have a direct personal or monetary interest relating to any item of business, you should bring it to the attention of the Board Chair as soon as possible.

Because we must be so careful in our duties to oversee state and federal dollars and ensure that we maintain public trust, the Board has a policy that it cannot contract with a Board Member to deliver services for twelve months following his or her term as a member.  This policy does not apply to Board Members from public education agencies such as community colleges or independent school districts.

Legal Considerations
Workforce Board Members are protected under the law as long as their actions do not constitute official misconduct, willful disregard of the law, or gross negligence.

There is no absolute protection against someone bringing suit against you. Conscientious performance is the standard. The best defense is a good offense: strive hard to do everything right and be able to show that you tried hard.
Members cannot abdicate their responsibility to be in charge and to direct. They must make certain the organization is operating within a legal framework.  Members have a legal responsibility for the protection of all assets and must validate all contracts over $100,000 by giving and recording formal approval.

Attendance at meetings is important; absence from a Board meeting does not release you from responsibility for decisions made. A pattern of absence may be presumed to increase your liability because you cannot demonstrate a serious dedication to the obligations of the position. The assumption in the law is not necessarily that you must make the correct decision, but that you must make the decision correctly. It helps greatly to be able to show that the Board made serious consideration of an action before the action was taken. Board minutes should reflect this methodology. It is not a crime to be wrong, but did you ask the right questions and respond as another reasonable individual would in that situation? 

Board Members are more at risk for taking no action than for taking the wrong action for the right reasons.  While you have the right to rely on information supplied to you in due form, and on the accuracy and integrity of others (particularly in areas of special competence) you must use reasonable judgment in this area, too. If it smells fishy, find out where it has been swimming -- and how long it has been dead.

Key Suggestions
1.  Attend meetings
2.  Read minutes and make sure they are correct
3.  Record objections and ensure a debate on controversial or difficult issues. It is our duty to review plans and policies and how they are carried out, not to be accommodating to people because they have been around for a long time in the organization and are doing their best.
4.  Always have comprehensive and up-to-date personnel policies that are reviewed by a professional, authorized by the Board and well understood by management. If a manager's actions are not in accordance with a policy, courts will usually assume the manager's acts to be the official stance of the organization and to have superseded the policies.
5.  Ensure that all employment and income taxes are paid. Understand the distinction per the IRS between an "employee" and an "independent contractor."
6.  Schedule a presentation from an insurance agent who is well versed in Board liability matters. Have him or her explain: general liability, professional liability, workers compensation, asset protection, and directors and officers insurance. If you get directors and officers insurance, be sure the policy covers employee suits against the organization. 
7.  Review financial statements and insist on understanding them. Most Boards probably should have two levels of reporting: in detail for a sophisticated finance committee, and in a simplified form for monthly reports to the rest of the Board, supplying data which has been reviewed by the finance committee.
Removal of a Board Member                                                                                   
Occasionally, a Board Member needs to be removed from the Board. In some cases, a conflict of interest or unethical behavior may be grounds to remove an individual from the Board. In other cases, the behavior of a Board Member may become so obstructive that the Board is prevented from functioning effectively. 

Strongly felt disagreements and passionate arguments are often elements of the most effective Boards (and genuine debate); and arguing for an unpopular viewpoint is not grounds for Board dismissal. But if a Board Member consistently disrupts meetings or prevents the organization from working well, it may be appropriate to consider removing the individual from the Board. Although Board Member removal is rare, the Board’s Bylaws provide for such removal.

Committees
The Executive Committee

The Executive Committee advises and assists the Executive Director. Between meetings of the Board, the committee has the powers of the Board, except the power to pass by-laws. 
Role of the Executive Committee Chair

The Board Chair presides over the Executive Committee meetings and provides a report on the Committees activities at each Board meeting. The group may, where necessary, establish committees, set the terms of reference, appoint the Chair and members and/or disband committees.  The Chairs of the Finance Committee and Oversight and Evaluation Committee, the Board officers and elected at-large members serve on the Executive Committee.

It is the duty of the Executive Committee to remain informed on all issues affecting the Board including legislation.  The Executive Committee shall ensure that results and recommendations from any studies or reports are communicated to the Texas Workforce Commission. The Executive Committee meets prior to regular Board meetings and may, if necessary, meet in the absence of a quorum of the Board to conduct regular business of a time sensitive nature. Staff support, in addition to the Executive Director, is given by the Resource Development Coordinator, Chief Financial Officer, and the Contract Manager.  

Because the Executive Director is so central to the success or failure of the organization, evaluation of the Executive Director by the Board is an important component of the Board's responsibilities. The Executive Committee is responsible not only for leading the selection process but also for the evaluation of the Executive Director.  The committee should request feedback from other Board Members, report on the evaluation to the entire Board, and recommend salary for the next year.

Executive Directors need feedback all year round. Like any employee, Executive Directors need praise and acknowledgment for work well done, and immediate feedback when problems arise.   More often than not the Executive Director hears about problems rather than praise.  As a Board Member it is important that you provide both.

Oversight and Evaluation

Role of the Oversight and Evaluation Committee

Besides fiscal responsibilities, the Board is also responsible for developing, maintaining, and upgrading a comprehensive accountability system that includes program performance.   To this end, the Oversight and Evaluation committee provides oversight of local contractors to improve delivery of workforce services, oversight and improvement of the operation of the four local workforce centers , managing contractors' performance across multiple Board programs, achieving required performance standards; and identifying and resolving long-standing oversight problems of the Board and performance problems of contracted providers. 

Role of the Contract Manager
The Contract Manager is the staff liaison to the Oversight and Evaluation committee and supports the Chair of the committee in the discharge of his/her responsibilities.  The Contract Manager gathers objective data, presents data in reports, recommends possible solutions to problems and performance issues, and ensures that the Committee has all the necessary information to fulfill its oversight function.  The Contract Manager is responsible for implementation of any corrective action plans approved by the Board.
The committee is chaired by the Vice Chair of the Board and is responsible for ensuring the oversight and evaluation function that occurs regularly is valid and action plans are implemented to correct any areas of concern. 
The committee also receives reports on progress toward Board goals and provides the Board with information on needed capacity building and other vital information for decision making. The data reviewed by the committee provides an in-depth examination of program performance, effectiveness, relevance, and value for dollar.

Accountability for results and evidence-based decisions on setting priorities allows the programs funded by the Board to continue to improve.  If you serve on the Oversight and Evaluation Committee you will most likely be asked to recommend standards and develop protocols for evaluation processes, resource utilization, and project management.  You will also participate in the TWC monitoring process and recommend improvement plans to address findings.
Budget and Finance

Role of the Finance Committee and Board Treasurer
The Board Treasurer is Chair of the Finance Committee and is responsible for ensuring the propriety and regularity of expenditures, including the application of delegated authorities, responsibilities and controls over them.  The Committee reviews monthly financial documents and provides reports to the Board.
Role of the Chief Financial Officer (CFO)
The CFO is responsible for supporting the Board Treasurer in the discharge of his/her responsibilities and is the staff liaison for the Finance Committee.   

The Board is required to have an independent audit and, therefore, is bound by accounting practices spelled out in various audit guides published by the American Institute of Certified Public Accountants. 

These guides help structure the accounting system and basic financial reports, including the budget, income and expense statement, and balance sheet. They also advise on what reports are required to be submitted to state and federal authorities and the timetable for them. 

Income projections are based on a practical and objective analysis of current sources of income, including a source-by-source review.   The Board often receives income throughout the year depending on grant and contract awards and must have opportunity for budget revision during the year to allow additions according to the new income. 
Expense projections are usually developed by the CFO in consultation with the Executive Director.  The Board Treasurer and Finance Committee should be closely involved as well. 

It is important that the Finance Committee refrain from making decisions that rightfully belong to the Executive Committee or the Board. Many Finance Committees, in their efforts to cut or control expenditures, will make decisions about what activities should stay or go, which is beyond their authority. They should say to the Executive Director, staff, and Board that their appraisal of income projections will not sustain the expenses budgeted. Then, if the Board agrees with the Finance Committee's figures, it is up to the Board and staff to decide where the cuts will be made. 

The budget should be prepared early enough so that the full Board of Directors can be involved in its review and approval before the beginning of the fiscal year. 

Types of Budgets

There are several different kinds of budgets. Operating budgets are usually budgets associated with major activities over the coming year and are approved by the Board and the CEOs. Project budgets are associated with major projects, for example, constructing a building, developing a new program or product line, etc. Project budgets that exceed $100,000 require approval or verification by the Board.  Project budgets under $100,000 do not require approval of the Board unless the cost of a specific project requires a change in the operating budget.  Cash budgets usually do not exceed $25,000 and depict where cash will be spent over some near term, for example, over the next three months and do not require approval of the Board unless the cost of the specific expenditure requires a change in the operating budget.

The format for the budget should include at least: 

· a narrative summary of the year ending and the year ahead; 

· a five-year review of income and expenses; 

· a proposed budget including, for each line item, the prior year's budget, the prior year's actual expenditures and income, and the recommended allocations for the coming year. 

The CFO produces a monthly or at least quarterly income and expense statement, balance sheet, and budget status report that are provided to the Board in advance of their meetings and are reviewed by the Finance Committee for certification at the regularly scheduled meeting. 

Your most important financial report will be the annual audit, which should be forwarded to the Board with ample opportunity for discussion. The Finance Committee fulfills the functions of an audit committee. 

Budgeting and Financial Accountability

If you serve on the Board of the Finance Committee, you should remember these things: 

· Budget realistically. 

· Get regular monthly reports and study them carefully. 

· Be sure reports are accurate. 

· Insist on understanding the financial picture and the reports. 

· Establish a close working relationship with the auditor. 

· Involve the auditor in establishing, or at least approving, your internal systems, including controls. 

· Make the most of the interest and knowledge of the Chairperson of the Finance Committee. 

· Recognize how easily the budget can thwart or contradict the Board's decisions on priorities. 

· Provide for some cushion in the budget. Most funds may be rolled over into the next fiscal year. 

The Board’s finances are as elaborate and sophisticated as the best businesses in the staff’s approach to financial planning, management of cash, decentralized budgeting, profit centers, and computerization of data.  They can provide Members with almost every possible analysis of financial operations and trends, but in the end it still comes down to "What am I accountable for?" And at the top of the list is stewardship. 
Meetings and Parliamentary Procedure

Conducting Meetings
Every Board Member is expected to attend Board meetings and meetings of the committees to which they have been assigned.  In addition, Executive Officers must attend Executive meetings.  With all this time in meetings, it is important to ensure that time is well spent.  

A meeting can only be productive if people know why they are coming to the meeting. The preparation of the agenda is the responsibility of the Board and Committee Chairs in consultation with the Executive Director.  The agenda lets Members know what they need to read and what they need to think about before they arrive.  Then once the meeting starts, rather than spending lots of time bringing everyone “up to speed”, staff can summarize the issues and discussion can begin.

The Board is subject to the Open Meetings Act and must meet strict posting deadlines in order to ensure that the public has adequate notice of items to be discussed.  As a Board Member, you may request that an item be placed on the agenda for discussion but keep in mind that there are time constraints for posting and give the Chair and staff adequate time to meet the requirements of the law.

Capable Leadership
A capable leader is critical for meetings to be effective.  You don’t need years of experience to be a capable leader.  All you need is an understanding of why you are here and how you can benefit the Board.

People become Chairs for many reasons.  Some are the immediate and obvious choice of the group because of their history with the Board.  Some have a particular area of knowledge which makes them a natural choice.  Others become Chairs because they failed to run fast enough to avoid it.  Whatever the reason, there is really no mystery to being effective.  These simple guidelines will help any Chair make sure that his/her committee is as effective as it can be.

1.  Be Prepared – When you prepare the agenda with your staff liaison, don’t list the most important item last.  You may run out of time before discussion ends.  Familiarize yourself with the agenda before the meeting.
2.  Facilitate; Don’t Dominate – As a Chair your role is more facilitator than commander.  To get the best out of your committee, make sure that everyone has a chance to speak.  Encourage the quiet Members to speak and make sure the vocal ones don’t dominate the meetings.
3.  Know What Was Decided – It is easy to avoid repetitive debates by making sure that all decisions are recorded.  Ask your staff liaison to make sure that all motions are recorded in the minutes.  Decide who will make the motion at the full Board meeting and have your staff liaison write the motion down for the Board Secretary so that it is recorded easily.

Parliamentary Procedure
The Board’s parliamentary authority is Robert’s Rules of Order, Simplified and Applied.  A copy of this book, along with a copy of the Guide to the Texas Open Meetings Act should have been provided to you along with this handbook.  If you did not receive it, please ask Board staff to provide you one.  Sometimes these procedures can be confusing.  Do not worry.  Most of your peers are not experts on parliamentary procedures either.  To help you along, you can familiarize yourself with the chart below.  These procedures can be used to facilitate meetings.

	To Do This
	You Say This
	Interrupt

 
	Needs a

Second?
	Debate
	Amend?
	Vote to Carry?
	Reconsider?

	Adjourn meeting
	I move that we adjourn
	No
	Yes
	No
	No
	Majority
	No

	Call for a recess
	I move that we recess
	No
	Yes
	No
	Yes
	Majority
	No

	Temporarily suspend discussion
	I move to table the motion
	No
	Yes
	No
	No
	Majority
	No

	End debate and amendments
	I move the previous question
	No
	Yes
	No
	No
	2/3
	No

	 Give something closer study
	I move to refer the matter to committee
	No
	Yes
	Yes
	Yes
	Majority
	Yes

	 Amend a motion
	I move to amend the motion by…
	No
	Yes
	Yes
	Yes
	Majority
	Yes

	 Introduce business
	I move that…
	No
	Yes
	Yes
	Yes
	Majority
	Yes

	 Vote on a ruling of the Chair
	I appeal from the Chair’s decision
	Yes
	Yes
	Yes
	No
	Majority
	Yes

	 Avoid considering an improper matter
	I object to considering this motion
	Yes
	No
	No
	No
	2/3
	No

	Request information
	Point of information
	Yes
	No
	No
	No
	No vote
	No

	Reconsider a hasty action
	I move to reconsider the vote on…
	Yes
	Yes
	Yes
	No
	Majority
	No


Strategic Planning

What is A Strategic Plan?
Each year the Board schedules a retreat in order to review and evaluate its effectiveness and its strategic plan.  The strategic planning function is the most important function of the Board.  Attendance at the retreat is vitally important for all Members.  Unless Members are present and participate in developing the strategic plan, they may not understand the goals set by the participants or why other Members or the staff are doing certain things.  Simply put, strategic planning focuses on the Board and determines where we are going over the next year or more and how we are going to get there.  The major activities in strategic planning involve data gathering and analysis, setting direction, and action planning.

Data gathering and analysis is most often completed by staff prior to the annual retreat and may include conducting some sort of scan, or review, of the organization's environment.  Examples may include the political, social, economic and technical environment, labor market analysis, or any variety of issues of importance to the Board.  The Board Planner is responsible for gathering this data to present to the Board.  During the retreat Members must carefully consider various driving forces in the environment, such as increasing competition, changing demographics, etc. The Board must also look at the various strengths, weaknesses, opportunities and threats (an acronym for this activity is SWOT) regarding the organization.

Setting strategic direction is developing conclusions regarding what the Board must do as a result of the major issues and opportunities facing the Board. These conclusions encompass the overall strategic goals the organization should achieve, and the overall strategies to achieve the accomplishments. Goals should be designed and worded to be specific, measurable, and acceptable to those working to achieve the goals.  They must also be realistic, timely, extending the capabilities of those working to achieve the goals, and rewarding to them, as well. 

At some point in the strategic planning process participants will evaluate or update what might be called the strategic "philosophy". This includes identifying or updating the organization's mission, vision and/or values statements. Mission statements are brief written descriptions of the purpose of the organization. These statements vary in nature from very brief to quite comprehensive, and including having a specific purpose statement that is part of the overall mission statement. Many people consider the values statement and vision statement to be part of the mission statement. 
It seems that vision and values statements are increasingly used. Vision statements are usually a compelling description of how the organization will or should operate at some point in the future and of how customers or clients are benefiting from the Board's products and services. 
Values statements list the overall priorities in how the organization will operate and include operational values which suggest overall priorities for the organization, for example, to expand market share, increase efficiency, etc. 

Action planning is most often considered the operational plan and is developed by the Board staff and approved by the Board.  Action planning is carefully describing how strategic goals will be accomplished and often includes specifying objectives, or specific results, with each strategic goal. 

Action planning also includes specifying responsibilities and timelines with each objective, or who needs to do what and by when. It also includes methods to monitor and evaluate the plan, such knowing how the organization will know who has done what and by when.

Usually, budgets are developed by the Board staff and are included in the operational plan. Budgets specify the money needed for the resources that are necessary to implement the annual plan. Budgets also depict how the money will be spent in different areas such as human resources, equipment, materials, etc.

Benefits of Strategic Planning
1. Clearly defines the purpose of the Board and establishes realistic goals and objectives consistent with that mission in a defined time frame within the organization’s capacity for implementation.
2. Communicates goals and objectives to the organization’s constituents.
3. Develops a sense of ownership of the plan.
4. Ensures the most effective use is made of the organization’s resources by focusing the resources on the key priorities.
5. Provides a base from which progress can be measured and establish a mechanism for informed change when needed.
6. Brings together everyone’s best and most reasoned efforts and has important value in building a consensus about where an organization is going.                                               7. Provides clear focus of the Board, producing more efficiency and effectiveness.
8. Bridges and strengthens relationships between staff and Board Members.
9. Builds strong teams in the Board and the staff.
10. Produces great satisfaction around a common vision.
11. Solves major problems.
Open Meetings and Open Records
Senate Bill 286 enacted legislation to require public officials to obtain open government training in Open Meetings Act and Public Information Act effective January 1, 2006.  A record of your certification will kept on file at the Board office for public inspection.

As a new Board member you will receive a copy of the Open Meetings handbook.  If you do not, be sure to ask for one.  If you would like more information regarding open meetings and open records, you may go to the Office of Attorney General’s website at www.oag.state.tx.us or call the open government hotline at 877-673-6839.

Important Documents
Articles of Incorporation

The Articles of Incorporation were established when the Board filed for incorporation as a 501(c) (3) Not for Profit Organization. A Board gets its authority from the articles. This governing document specifies, for example, our name, our purpose, place of business, and primary officers.
Partnership Agreement
The Partnership Agreement specifies the Board’s relationship and obligations to the Chief Elected Officials (CEOs) as well as the obligations and responsibilities of the CEOs to the Board.

Interlocal Agreement
The Interlocal Agreement specifies the CEO’s relationships and obligations to each other in terms of their responsibilities to the Board and outlines the manner in which they will carry out those responsibilities.

Bylaws
The Bylaws specify the Board's rules of internal operation. For example, the number of Members of the Board, length of the terms of membership, all of the officer positions, how meetings are conducted, election and terms of officers, and other important rules.

Board Policies
Board policies are guidelines for how the Board can best work together.  For instance, the Board may have policies regarding, where they want to meet, how committees are formed and structured, how consistent attendance is managed, and how the Board will work with or evaluate the Executive Director.
Board Resolutions
A resolution is a single act by the Board to approve or adopt a change to a set of rules, new program, new contract, or to demonstrate support on an issue of importance such as a statement regarding Commission action, etc. Resolutions are included in the minutes for the Board meeting.

GLOSSARY OF TERMS
	Term
	Acronym
	Definition

	ACT!
	
	Database software used for tracking activity among clients, both employers and job seekers.

	Accounts Payable
	AP
	 Accounting transaction covering payments to suppliers owed money for goods and services. 

	Accounts Receivable
	AR
	Accounting transaction dealing with money owed or obligated to the Board through a contract.

	Accrual Accounting
	
	A standard Generally Accepted Accounting Principles (GAAP) practice that records and recognizes revenues and expenses during the period in which they are incurred. Even though cash is not received or paid in a transaction, they are recorded because they are significant to the future income and cash flow of the Board.  The US Department of Labor and the Texas Workforce Commission require the Board to use accrual accounting.

	Affirmative Action
	AA
	A program that became law with the passage of the Equal Employment Opportunity (EEO) Act of 1972, whereby employers, labor unions, employment agencies, and labor-management apprenticeship programs must actively seek to eliminate discrimination against and increase employment of women and minorities. The EEO Act requires employers to draw up a detailed written plan for equalizing economic opportunity with respect to hiring, promotion, transfers, wages and salaries, training, fringe benefits, and other conditions of employment. These plans include definite numerical goals and timetables for achieving such changes.

	Ark-Tex Council of Governments
	ATCOG
	A voluntary association of local governments organized in 1968 under authority granted by the Texas Legislature in 1965 (Article 1011 m. 2V.A.C.S.) ATCOG serves and represent nine northeast Texas counties and one southwest Arkansas county. It is not a government and has no authority to make laws, levy taxes, or exercise police powers. ATCOG conducts regional planning and contracts to provide various grant funded services such as transportation and housing.

	Attorney General
	AG
	The main legal adviser to the government and in some jurisdictions may have executive responsibility for law enforcement or responsibility for public prosecutions.

	Base Period
	
	The period in which indirect costs are incurred and accumulated for allocation to work performed in that period.  The base period normally should coincide with the organization’s fiscal year but, in any event, shall be so select as to avoid inequities in the allocation of the costs.

	Base Realignment and Closure
	BRAC
	It is the congressionally authorized process the Department of Defense uses to reorganize its base structure to efficiently and effectively support our forces and increase operational readiness.  

	Bidder’s List
	
	A list of pre-qualified persons, firms, or products that is used in acquiring goods and services; vendors usually request to be included on the bidders list, and have generally not been competitively procured.

	Board Contract Year
	BCY
	The period of time for which the Board’s contract with the Texas Workforce Commission is in effect.  Usually October 1 to September 30 of a given year.

	Budget and Payment Application
	BAPA
	The Child Care fiscal accounting system.

	Bureau of Apprenticeship and Training
	BAT
	A department under the United States Department of Labor that provides technical assistance and oversight of apprenticeship and training programs.

	Business Service Unit
	BSU
	The unit within the Workforce Center responsible for providing services to employers.

	Capital Expenditure
	
	Cost of an asset, including the cost to put it in place.  Capital expenditure means the net invoice price of the equipment, including the cost of any modifications, attachments, accessories, or auxiliary apparatus necessary to make it usable for the purpose for which it was acquired.

	Central American Free Trade Agreement
	CAFTA
	A comprehensive trade agreement between Costa Rica, the Dominican Republic, El Salvador, Guatemala, Honduras, Nicaragua, and the United States.

	Chief Elected Official
	CEO
	The County Judge of the counties within the Workforce Development Area (WDA) and the Mayor of the largest city within the WDA.

	Child Care Local Match
	
	Local matching funds required to be secured in accordance with federal regulations and state rules in order for Boards to draw funds from the U.S. Department of Health and Human Services Child Care and Development Fund (CCDF) to provide child care services to clients.

	Child Care Services
	CCS
	The unit within the Workforce Center responsible for providing child care services to job seekers.

	Choices
	
	Federally and State funded employment services for recipients of Temporary Assistance for Needy Families (TANF).

	Close of Business
	COB
	The end of the business day.

	Code of Federal Regulations
	CFR
	The codification of the general and permanent rules published in the Federal Register by the executive departments and agencies of the Federal Government. It is divided into 50 titles that represent broad areas subject to Federal regulation. Each volume of the CFR is updated once each calendar year and is issued on a quarterly basis.

	Community Based Organization
	CBO
	A private nonprofit organization, Indian tribe or tribally sanctioned organization or other type of group that works within a community for the improvement of some aspect of that community. Community-based organizations deal with interventions at the community level and generally work with some social issue(s).  For the purpose of this Board, Community-Based Organizations include non-profit organizations (501 c (3)), faith-based organizations, tribes, and their subsidiaries who engage in workforce activities. 

	Consolidated Independent School District
	CISD
	A geographic district, the public schools of which are administered together.

	Contractor
	
	The recipient of an award or agreement from the Board for the purpose of providing services under funds administered by the Board.  

	Cost of Living Allowance
	COLA
	To set the COLA rates, the United States Office of Personnel Management (OPM) surveys the prices of over 300 items, including goods and services, housing, transportation, and miscellaneous expenses. OPM conducts these surveys in each of the COLA areas and in the Washington, DC, area.  Data is often used to determine across the board increases in wages for Board staff.

	Cost of Living Index
	CLI
	Measures the differences in the price of goods and services over time. Price indexes, such as the U.S. Consumer Price Index, are examples of these indexes. Price indexes measure the cost of purchasing a bundle of goods and services.

	Council of Governments
	COG
	Regional planning bodies that exist throughout the United States. A typical council is defined to serve an area of several counties, and they address issues such as regional planning, water use, pollution control, and transportation.  The Council membership is drawn from the county, city, and other government bodies within its area.

	Dislocated Worker
	DW
	Defined under the Workforce Investment Act (WIA) of 1998, as an individual who: (A) 1. has been terminated or laid off, or received notice of same; and 2. is eligible for or has exhausted entitlement to unemployment compensation, or has demonstrated attachment to the workforce but is not eligible for unemployment compensation; and 3. is unlikely to return to a previous industry or occupation. Or (B) 1. has been terminated or laid off, or has received notice of same, as a result of permanent closure or substantial layoff at a plant, facility or enterprise; or 2. is employed at a facility at which employer has made a general announcement that such facility will close within 180 days; or, 3. for purposes of receiving certain services, is employed at a facility at which the employer has made a general announcement that such facility will close. Or (C) was self-employed but is unemployed as a result of general economic conditions in the community in which the individual resides or because of natural disasters. Or (D) is a displaced homemaker.

	Displaced Homemaker
	
	An individual who has been providing unpaid services to family members in the home and who (A) has been dependent on the income of another family member but is no longer supported by that income; and (B) is unemployed or underemployed and is experiencing difficulty in obtaining or upgrading employment.

	Electronic Funds Transfer System
	EFTS
	The Board’s system of transferring money from one account or agency directly to another without any paper money changing hands.

	Employed Person
	
	Those individuals who are 16 years of age and over who worked for pay any time during the week which includes the 12th day of the month, or who worked unpaid for 15 hours or more in a family-owned business, and individuals who were temporarily absent from their jobs due to illness, bad weather, vacation, labor dispute, or personal reasons. Excluded are persons whose only activity consists of work around the house and volunteer work for religious, charitable, and similar organizations.

	Environmental Protection Agency
	EPA
	A federally funded agency created to protect human health and the environment. The EPA develops and enforces regulations that implement environmental laws enacted by Congress, provide direct support through grants to State environmental programs, assess environmental conditions, and work to identify, understand, and solve current and future environmental problems.

	Employment Services
	ES
	The unit within the Workforce Center responsible for providing services to job seekers.

	English as a Second Language
	ESL
	Programs, educational systems, and services that help non-native speakers of English by fostering an environment in which services can be delivered effectively.

	Eligible Training Provider System
	ETPS
	The system through which a Training Provider’s program must be approved and certified to receive funding for training to WIA eligible students.

	Equal Employment Opportunity
	EEO
	A descriptive term for an approach intended to give equal access to an environment or benefits, such as education, employment, health care, or social welfare to all, often with emphasis on members of various social groups which might have at some time suffered from discrimination. This can involve the hiring of workers and other such practices. Social groupings generally emphasized in such a way are those delineated by aspects of gender, race, or religion.

	Equal Employment Opportunity Commission
	EEOC
	U.S. agency created in 1964 to end discrimination based on race, color, religion, sex, or national origin in employment and to promote programs to make equal employment opportunity a reality. It has since become responsible for ending discrimination based on age or disability. The commission receives charges of discrimination, investigates, and if they appear true, attempts to remedy them through conciliation.

	Federal Register
	FR
	Contains most routine publications and public notices of United States government agencies. The FR is published daily, and provides notice to the public of a federal government agency's proposed new rules, or changes to existing rules. The published notice, called a Notice of Proposed Rulemaking (or "NPRM") typically requests public comment on a proposed rule, and provides notice of any public meetings where a proposed rule will be discussed. The public comments are considered by the issuing government agency, and the text of a final rule is published in the FR. The FR also contains executive orders and other presidential documents. In essence, the FR is a way for the government to think aloud to the people. The notice and comment process outlined in the FR gives the people a chance to participate in agency rulemaking. 

	Food Stamp Employment and Training
	FSE&T
	Emphasizes work, self-sufficiency, and personal responsibility.  The program strives to meet the needs of participants in gaining skills, training, work, and experience that will increase the program participants' ability to obtain total self-sufficiency. 

	Financial Manual for Grants and Contracts
	FMGC
	The Texas Workforce Commission's (TWC) Financial Manual for Grants and Contracts (FMGC) which compiles federal, state and agency requirements that apply to recipients and subrecipients of TWC funds.

	Fiscal Year
	FY
	A 12-month period used for calculating annual ("yearly") financial reports.  The fiscal year is numbered using a calendar year and quarter thereof. A fiscal year quarter is 3 months (1/4 of a year) long. For example, the Board’s fiscal year for 2006 is as follows

· First Quarter: Oct. 2005- Dec. 2005

· Second Quarter:  Jan. 2006 – Mar. 2006

· Third Quarter: April 2006 – June 2006

· Fourth Quarter: July 2006-Sept. 2006

So the Board’s fiscal year begins on October 1 of the previous calendar year and ends on September 30 of the year with which it is numbered.

	Full Time Employment
	
	Employment of 35 or more hours per week, but on no account fewer than 30 hours.

	Government Accountability Office
	GAO
	Formerly known as the General Accounting Office the GAO is an agency that works for Congress and the American people to study the programs and expenditures of the federal government. It is commonly called the investigative arm of Congress or the congressional watchdog, it is independent and nonpartisan. The GAO evaluates federal programs, audits federal expenditures, and issues legal opinions. 

	General Equivalency Diploma
	GED
	A test that certifies the taker has attained American high school-level academic skills. To pass the GED, the test taker must perform in at least the 40th percentile of high school seniors nationwide. The GED is taken by individuals who did not earn a high school diploma. Common reasons for GED recipients not having received a high school diploma include immigration to the United States or Canada, home schooling, and leaving high school early due to a lack of interest, the inability to pass required tests, or personal problems.

	Incumbent Worker
	
	An employed individual who is served as part of the Statewide workforce investment activities authorized in Section 134(a) (3) (A) (iv) (I) of WIA. The federal regulations at 20 CFR 665.220 specify that these individuals do not have to meet the eligibility requirements for employed adults and dislocated workers served with local formula funds. Boards are permitted to establish policies and definitions to determine which workers, or groups of workers, are eligible for incumbent worker services under this subpart.

	Independent School District
	ISD
	A geographic district, the public schools of which are administered together.

	Individual Training Account
	ITA
	A scholarship type account provided to eligible One-Stop Career Center customers who need occupational skills training to become gainfully employed or re-employed. Adult and dislocated workers purchase training services from eligible providers they select in consultation with the case manager. 

	Industry
	
	A generic term for a distinct group of economic activities. Industries are described and classified by their primary activity or product.

	Labor Force
	
	All persons 16 years of age and over who are classified as employed, unemployed and seeking employment, or involved in a labor-management dispute. The labor force does not include persons who never worked a full-time job lasting two weeks or longer and "discouraged workers" who have been unemployed for a substantial length of time and are no longer actively seeking employment. Members of the armed forces stationed either in the United States or abroad are counted by their place of residence. The civilian labor force excludes members of the armed forces and the institutionalized population.

	Labor Market Information
	LMI
	The body of information that deals with the functioning of labor markets and the determination of the demand for and supply of labor. It includes, but is not limited to, such key factors as changes in the level and/or composition of economic activity, the population, employment and unemployment, income and earnings, wage rates, and fringe benefits.

	Local Area Network
	LAN
	A computer information network that is limited to the immediate vicinity, often limited to a single building.

	Local Workforce Development Board
	LWDB
	The Mechanism authorized by the Texas Legislature and used by a local governmental or economic development body to determine the workforce development needs of the area.  The North East Texas Workforce Development Board is a private not-for-profit organization which governs itself through locally appointed members.  The Texas Workforce Commission sets regulations for workforce issues in Texas and contracts with the Board for the oversight and delivery of several workforce programs funded by both the state and the federal government.

	Location Quotient
	
	The measure of an industry's concentration or specialization in one geographical area relative to a larger area.

	Micro Information Products
	MIP
	The accounting software used for the Board’s automated accounting system to monitor and track financial information.

	Management Information System
	MIS
	A system of tools used to assist in the management of the Board’s business.  These tools include ACT!, BAPA, MIP, TWIST, WIT, etc.

	Memorandum of Agreement
	MOA
	A written agreement between the Board and one or more persons or organizations that does not require financial assurances or stipulated penalties.

	Memorandum of Understanding
	MOU
	A written agreement between the Board and one or more persons or organizations which establishes a partnership and defines the roles and responsibilities of each entity in relation to the other or others.

	Metropolitan Statistical Area
	MSA
	As defined by the federal Office of Management and Budget, an urban area that meets specified size criteria: either it has a core city of at least 50,000 inhabitants within its corporate limits, or it contains an urbanized area of at least 50,000 inhabitants and has a total population of at least 100,000.

	Non-Farm Employment
	CES
	The total number of persons on establishment payroll employed full or part time who received pay for any part of the pay period which includes the 12th day of the month. Temporary and intermittent employees are included, as are any workers who are on paid sick leave, on paid holiday, or who work during only part of the specified pay period. A striking worker who only works a small portion of the survey period, and is paid, is included. Persons on the payroll of more than one establishment are counted in each establishment. Data exclude proprietors, self-employed, unpaid family or volunteer workers, farm workers, and domestic workers. Persons on layoff the entire pay period, on leave without pay, on strike for the entire period or who have not yet reported for work are not counted as employed.

	National Association of Workforce Boards
	NAWB
	A membership organization comprised primarily of current and former workforce board Chairs and Executive Directors to establish national policy recommendations. 

	North American Free Trade Agreement
	NAFTA
	The North American Free Trade Agreement links Canada, the United States, and Mexico in a free trade sphere. NAFTA went into effect on January 1, 1994.

	North American Industry Classification System
	NAICS
	Replaced the U.S. Standard Industrial Classification (SIC) system. NAICS was developed jointly by the U.S., Canada, and Mexico to provide new comparability in statistics about business activity across North America. 

	Northeast Texas Community College
	NTCC
	Community College and partner to the Board, located in Mt. Pleasant, Titus County, Texas.

	Paris Junior College
	PJC
	Community College and partner to the Board, located in Paris, Lamar County, Texas.

	Part-Time Employment
	
	As defined by the U.S. Bureau of Labor Statistics, employment in which a worker is regularly scheduled to work fewer than 30 hours a week.

	Particular Matter
	
	A specific investigation, application, request for a ruling or determination, rule-making proceeding, administrative proceeding, contract, claim, or judicial proceeding, or any other proceeding as defined in §572.054(h) (2), Texas Government Code.

	Per Capita Personal Income
	
	The annual total personal income of residents in a defined geographic area divided by resident population as of July 1.

	Personal Income
	
	Measures the net earnings, rental income, personal dividend income, personal interest income, and transfer payments by place of residence before the deduction of personal income taxes and other personal taxes. Reported in current dollars.

	Program Income
	
	Gross income received by the grantee or sub-grantee directly generated by a grant supported activity, or earned only as a result of the grant agreement during the grant period.

	Office of the Attorney General
	OAG
	Serves as legal counsel to all boards and agencies of state government, issues legal opinions when requested by the Governor, heads of state agencies and other officials and agencies as provided by Texas statutes, and defends challenges to state laws and suits against both state agencies and individual employees of the State.  The OAG is the primary office for Open Meetings and Open Records oversight.

	On the Job Training
	OJT
	A program funded through WIA that provides employers compensation through wage subsidies for the cost of training entry level workers on the job.

	Occupational Informational Network
	O*NET
	A comprehensive database of worker attributes and job characteristics. As the replacement for the Dictionary of Occupational Titles (DOT), O*NET is the nation's primary source of occupational information. O*NET supports public and private sector efforts to identify provides a common language for defining and describing occupations. 

	Request for Proposal
	RFP
	A request used in negotiated acquisitions to communicate requirements to prospective 

contractors and to solicit proposals to provide goods or services.

	Request for Quotes
	RFQ
	A request used in small purchase acquisitions to determine the price several prospective qualified contractors would charge to provide goods or services.  RFQs are used when the cost of goods or services is not expected to exceed $100,000.

	Re-Integration of Offenders Program
	Project RIO
	The project provides a link between education, training and employment of offenders during incarceration with employment, training and education after release.

	Rapid Response
	RR
	A program which provides short-term, early intervention and immediate assistance with layoffs and/or plant closures affecting a significant number of workers.

	Seasonal Adjustments
	
	The adjustment of time-series data to eliminate the effect of intrayear variations that tend to occur each year in approximately the same manner. Examples of such variations include: school terms, holidays, and yearly weather patterns.

	Self-Employed Worker
	
	Persons who work for profit or fees in their own business, profession, trade, or farm. Only the unincorporated self-employed are included in the self-employed category in the class of worker typology. Self-employed persons who respond that their businesses are incorporated are included among wage and salary workers, because technically, they are paid employees of a corporation.

	Single Audit
	
	An audit which includes both the entity’s financial statements and the federal and/or state awards.

	Skills Development Fund
	
	Assists businesses and labor unions by designing, financing, and implementing customized job training programs in partnership with public community and technical colleges for new or existing jobs in local businesses.

	SQUID
	
	A server in the Information Technology department that is used for monitoring and filtering Web content and traffic.  It acts like a watchdog at the information “door,” sniffing anything that comes in.

	Standard Occupational Classification Code
	SOC
	A standard classification used in social and economic statistical reporting programs, such as the Census or U.S. Bureau of Labor Statistics (BLS) programs.

	System for Application, Verification, Eligibility, Referrals, and Reporting
	SAVERR
	Information system of the Texas Health and Human Services Commission.  The SAVERR information system will be replaced by the Texas Integrated Eligibility Redesign System (TIERS).

	Temporary Assistance for Needy Families
	TANF
	A block grant created by the Personal Responsibility and Work Opportunity Reconciliation Act of 1996, as part of a federal effort to “end welfare as we know it.”  The TANF block grant replaced the Aid to Families with Dependent Children (AFDC) program, which had provided cash welfare to poor families with children since 1935.

	Texarkana College
	TC
	Community College and Board partner located in Texarkana, Bowie County, Texas.

	Texas A&M University-Texarkana
	TAMUT
	University and Board partner located in Texarkana, Bowie County, Texas.

	Texas Department of Criminal Justice
	TDCJ
	The Texas Department of Criminal Justice (TDCJ) manages offenders in state prisons, state jails and private correctional facilities that contract with TDCJ. The agency also provides funding and certain oversight of community supervision (previously known as adult probation) and is responsible for the supervision of offenders released from prison on parole or mandatory supervision.

	Texas Association of Workforce Boards
	TAWB
	A membership organization comprised of the 28 local workforce boards. Each board area is represented by one board member and the board director. 

	Texas Department of Health and Human Services
	HHSC
	HHSC has oversight responsibilities for five designated Health and Human Services agencies, and administers certain health and human services programs including the Texas Medicaid Program, Children's Health Insurance Program (CHIP), and Medicaid waste, fraud, and abuse investigations.

	Texas Department of Human Services
	DHS
	The Texas Department of Human Services (DHS), which was created in 1939 as the Texas Department of Public Welfare, ceased operations on Sept. 1, 2004.  Services formerly provided through DHS are now provided by the Department of Aging and Disability Services and the Texas Health and Human Services Commission.

	Texas Department of Transportation
	TXDOT
	Provides funding to the Board for the transportation needs of certain qualified jobseekers.

	Texas Workforce Commission
	TWC
	State agency which provides the majority of funding to the Board.  TWC’s mission is to promote and support a workforce system that offers employers, individuals and 
communities the opportunity to achieve and sustain economic prosperity.

	The Workforce Information System of Texas
	TWIST
	The primary information system and data warehouse of the Texas Workforce System.  


	Trade Adjustment Act
	TAA
	A federal entitlement program that offers assistance to workers who loose their jobs or whose hours of work and wages are reduced as a result of increased imports.

	Underemployed
	
	Persons working full- or part-time in jobs that are below their earning capacity or level of competence. The terms "underemployed" and "underutilized" are used interchangeably. Underemployment has also been defined as "involuntary part-time" employment or employment of a person on a part-time basis when full-time work is desired.

	Unemployed
	
	The number of people who, during the survey week, had no employment but were available for work and:

a) had engaged in any specific job seeking activity within the past four weeks, such as registering at a public or private employment office, meeting with prospective employers, checking with friends or relatives, placing or answering advertisements, writing letters of application, or being on a union or professional register;

b) were waiting to be called back from a job from which they had been laid off; or

c) were waiting to report to a new wage or salary job within 30 days

	Unemployment Insurance
	UI
	In general, the Federal-State Unemployment Insurance Program provides unemployment benefits to eligible workers who are unemployed through no fault of their own (as determined under State law), and meet other eligibility requirements of State law.

	Unemployment Rate
	
	The number of unemployed people as a percentage of the labor force. The seasonally adjusted unemployment rate eliminates the influence of regularly recurring seasonal fluctuations which can be ascribed to weather, crop-growing cycles, holidays, vacations, regular industry model changeover periods, etc., and therefore, more clearly shows the underlying basic trend of unemployment.

	U.S. Bureau of Labor Statistics
	BLS
	The principal fact-finding agency for the Federal Government in the broad field of labor economics and statistics

	Wide Area Network
	WAN
	A Wide Area Network is a computer information network that spans a large geographic area.  Computer connections between Paris, Sulphur Springs, and Texarkana go through a Wide Area Network.  The Internet and telephone networks are examples of a Wide Area Network.

	Workforce Development Area
	WDA
	A geographic area defined by the Texas Workforce Commission.  The WDA for North East Texas Workforce Development Board includes Bowie, Cass, Delta, Franklin, Hopkins, Lamar, Morris, Red River and Titus Counties.

	Workforce Center
	WFC
	The Workforce Centers are also referred to as One-Stop Centers and are the operational centers for employment related activities.  They have no function related to Unemployment Insurance claims.

	Work In Texas
	WIT
	The website used by job seekers and employers to locate or post work opportunities.  It is also a management system that provides data regarding placement and other employment services.

	Workforce Investment Act of 1998
	WIA
	Represents significant changes to federal statutes governing programs of job training, adult education and literacy, and vocational rehabilitation in order to establish a coordinated, streamlined and more flexible workforce development system. It is a revitalized system that focuses on providing employers with skilled workers and the economic and workforce information they need to conduct business effectively - and on providing workers with the information, advice, job search assistance, and training they need to get and keep good jobs.

	Youth Advisory Group
	YAG
	A subgroup of the North East Texas Workforce Board that focuses on regional issues that affect youth in the area in relation to workforce development.  The YAG advises the Board regarding needs and policy affecting youth programs.
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