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NEBRASKA DEPARTMENT OF EDUCATION

ADMINISTRATIVE MEMORANDUM #804

ISSUED: SEPTEMBER, 2013
TO:

Nebraska Department of Education Staff

FROM:

Scott Swisher, Deputy Commissioner of Education

SUBJECT:
FILLING STATE BOARD APPOINTED COMMITTEE, COUNCIL AND CONSORTIUM VACANCIES

FOR ASSISTANCE: 
Contact the Deputy Commissioner’s office at 471-5024
The purpose of this memorandum is to specify the procedure Department of Education staff will use to notify the State Board of Education of forthcoming or currently existent vacancies on State Board of Education appointed committees, councils, and consortiums, and request Board approval of nominees to fill those vacancies. The procedure will provide the State Board of Education adequate information to nominate qualified individuals for Board consideration and adequate time to ascertain their availability to serve.

1.0
NOTICE OF VACANCY
1.1
The Commissioner, through the responsible staff member, will provide the State Board of Education with notice of an actual or pending vacancy. The notice will be an Information Item on the Board Consent Agenda and will be on the agenda, at a minimum, at least one meeting prior to the meeting at which approval of the nominee(s) will be requested.

1.2
The Notice of Actual or Pending Vacancy will consist of the following information, as applicable.

1.2.1
The name of the committee, council, or consortium;

1.2.2
A citation of the authority under which the committee, council, or consortium was or is to be established;

1.2.3
The purpose of the committee, council, or consortium as identified in statute, regulation, or by the creating authority. This should be supplemented with additional explanation if the purpose identified is not fully descriptive;

1.2.4
A list of categories of required representation;

1.2.5
A list of incumbents, including terms and expiration dates, the representation requirement each incumbent satisfies, and the State Board of Education District in which each incumbent resides;

1.2.6
The date the Board will be asked to approve a selection;

1.2.7
A request that the members of the State Board of Education nominate individuals who could fill the vacancy. Nominations should be provided to the Commissioner of Education;

1.2.8
A copy of the application for membership form;

1.2.9
The name, address and phone number of the appropriate NDE contact person.

1.3
Appendix A is a sample Application Form. Application forms designed for specific committees, councils, and consortiums may be used providing the form contains the minimum information required.

1.4
At any time during the selection process, members of the State Board of Education are encouraged to contact the designated NDE staff member for additional information.

2.0
FILLING OF VACANCY

2.1
The designated NDE staff member will compile information on applicants/nominations to include, a) a list of nominations and, b) their membership applications submitted by State Board members and/or staff or other individuals for presentation to the State Board of Education at the Board meeting following the notice of vacancy.

2.2
The list of nominations and/or membership applications will identify at a minimum the following information. This information is incorporated in the membership application.

2.2.1
For the committee:

i)
The name of the committee, council, or consortium;

ii)
The purpose of the committee, council, or consortium as previously stated in the notification of vacancy.

2.2.2
For each individual nomination:

i)
Name;

ii)
Nominee's occupation;

iii)
Category of required representation satisfied by the nominee, if applicable;

iv)
The school district of the nominee's residence, if appropriate;

v)
The State Board of Education district of the nominee's residence, if appropriate;

vi)
Staff comments, if appropriate.

2.3
The State Board of Education will consider nominations at the Board meeting within two months following the notice of vacancies. The designated staff member will place the selection topic as a Consent Agenda Item for this board meeting. Along with the other specified support materials, the designated staff member may recommend an individual(s) for approval based on her/his qualifications. 

2.4
Approved nominations will be submitted to Central Accounting for any subsequent reimbursement of committee, council, or consortium member's expenses.

This procedure may be modified as necessary with the approval of the Deputy Commissioner to comply with any procedural requirements specified by state or federal statute or regulation. 

