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2.04 Executive Officers

2.04.01 - PRESIDENT

The primary responsibilities of the President shall consist of:

1. a. Coordinating the collective activities of the Executive Committee in a manner that
promotes pro-active behavior, or as directed by the Board.

1. b. Setting out Board meeting procedure in clear terms by the second Board meeting of
each semester (see Section 3.03).

1. c. Facilitating and chairing meetings of the Board of Directors, the Executive Committee,
the Visionary Committee, and all meetings of the Membership at large. The President shall:
1. i. Schedule the first meeting of the Board of Directors of each semester within the
first two weeks of the semester.
2. di. Schedule the first Executive Committee meeting of each semester within the first
two weeks of the semester.
3. iii. Schedule the first Visionary Committee meeting within the first four weeks of the
semester.
4. iv. Vote only to break a tie at Board of Directors meetings.

1. d. Ensuring that the Board Packs are delivered to the Board of Directors at least 48 hours
prior to the next scheduled Board of Directors meeting. These Board Packs shall contain:
1. i. Officer and staff reports
2. il. Presentations of motions and discussion items to be addressed at the meeting with
appropriate background material for an informed discussion.
3. iii. Minutes of the previous meeting, to be approved by the Board.
4. iv. An agenda of all business to be conducted at the meeting including the date,
time, and place.

1. e. Acting as the immediate supervisor of the SHC Executive Director.

1. f. Bringing any SHC business conducted by an officer, staff person, or committee that is
contrary to a Board, Code, or Bylaw directive to the attention of the Board.

1. g. Acting as the official representative of the SHC in its relationship to external
organizations, including the Inter-Cooperative Council, East Lansing City Council and other
sub-committees, neighborhood associations, and other Independent Cooperatives in East
Lansing.

1. h. Acting with the Corporate Treasurer to fine Houses for failure of their designated
representatives to attend committee meetings, Board meetings, or to fulfill office duties.
The collected money shall be allocated for Board retreats.

1. i. Assisting the Vice President of Education in updating the Board manuals at the beginning
of every semester.

1. j. Assisting the Vice President of Education in the planning of the Board retreats each
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semester.

1. k. Ensuring, with the Vice President of Education, the occurrence of All-Member Meetings,
in accordance with the Bylaws.

1. 1. Reviewing the Code yearly with the Vice President of Education as per 9.01.04.

1. m. Assisting the Vice President of Education in updating the Motion Records before the
beginning of each semester.

1. n. Enforcing the Anti-Discrimination and Anti-Harassment Policies on behalf of members of
the staff.

2.04.02 - EXECUTIVE VICE PRESIDENT

The Executive Vice President shall be appointed by the President from among the Executive
Committee within three weeks of their election. This individual must be elected or hired at an
Executive Committee position prior to their appointment as Executive Vice President. The primary
responsibilities of the Executive Vice President shall consist of:

1. a. Performing the duties of the President in the absence of the President

2.04.03 - VICE PRESIDENT OF FACILITIES
The primary responsibilities of the Vice President of Facilities shall consist of:

1. a. Chairing the Facilities Committee and any constituent sub-committees.

1. b. Developing, in coordination with Staff and the Committee, a yearly Facilities budget for
the SHC, in a timely manner, to be reviewed by the Finance Committee and approved by
the Board.

1. c. Developing, in coordination with Staff and the Committee, a short-term (2 year), mid-
term (5 year), and long-term (15 year) development plan that is consistent with the Vision
of the Membership and Corporation, and develops the assets of the Corporation, including
possible property acquisitions.

1. d. Working with the Maintenance Coordinator in the development of internal education
programs designed to assist members in the care of their Households, including making
their houses more sustainable.

1. e. Working with the Maintenance Coordinator to develop a maintenance plan for the
current year.

1. f. Overseeing the yearly inspections as stipulated in 7.05. Information from these
inspections shall be entered into the maintenance database.

1. g. Inspecting all House common areas on a monthly basis as per 8.02, Article X:
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Maintenance.
1. h. Managing the SHC Tool Inventory and making it accessible to Membership.

1. i. Working with the Facilities Committee to oversee the Grant Program.

2.04.04 - VICE PRESIDENT OF MEMBERSHIP
The primary responsibilities of the Vice President of Membership shall consist of:

1. a. Verifying and signing completed contracts for membership, and to generally coordinate
the process for membership with the Membership Committee, individual House
representatives, and the Member Services Coordinator.

1. b. Verifying and signing completed contracts for membership, and to generally coordinate
the process for membership with the Membership Committee, individual House
representatives, and the Member Services Coordinator.

1. c. Coordinating New Member Orientations with the Vice President Education.

1. d. Administering and enforcing all the policies under Title 1 Membership and bringing
violations of policy to the attention of the Board.

1. e. Administering and enforcing all the policies under Title 1 Membership and bringing
violations of policy to the attention of the Board.

2.04.05 - VICE PRESIDENT OF EDUCATION
The primary responsibilities of the Vice President of Education shall consist of:

1. a. Coordinating all educational trainings and activities, with the Member Services
Coordinator, the Vice President of Membership, the President, the Education Committee,
and any other respective committees or motivated individuals as necessary. Regular
educational events and responsibilities shall comprise:

1. i. Coordinating the New Member Orientations at the beginning of each semester with
the Vice President of Membership.

2. ii. Preparing the Board Training retreats for all Board members at the beginning of
summer and fall semesters, and Board Visionary retreat at the beginning of spring
semester.

3. iii. Developing the Executive Committee retreats each semester with the whole
Executive Committee.

4. iv. Developing programs and activities for the continuing cooperative education of
the membership.

1. b. Acting as the Publications Editor Coordinator, which shall include:
1. i. Ensuring that the Pine Press is produced each month.
2. il. Arranging and organizing a publications staff that shall include membership of the
Education Committee as well as interested members from any of the SHC Houses.
3. iii. Regular communication with Standing Committee chairpersons and regular
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attendance at each Board meeting in order to report on the proceedings and to
disseminate any information that the committee wants published.

4. iv. Ensuring that the methods of communication are successful and to make any
suggestions or improvements to the SHC communication system.

5. v. Creating and publishing a clear editorial policy.

=

. €. Acting, along with the President, as the SHC liaison with all other cooperative
organizations.

1. d. Coordinating and ensuring the occurrence of a yearly All-Member Referendum, as
deemed necessary by the membership or the Board.

1. e. Ensuring, with the President, the occurrence of All-Member Meetings, in accordance with
the Bylaws.

=

. f. Creating and/or updating SHC histories and scrapbooks as often as necessary.

=

. g. Coordinating orientation sessions for each House at the beginning of each semester, as
needed.

1. h. Ensuring that all corporate documents are revised and updated when needed with the
assistance of the Executive Committee. This includes, but is not limited to:

1. i. The Articles of Incorporation, Bylaws, Code of Operations, appendices to the Code
of Operations, and the Personnel Policy.

2. il. House Constitutions. These updates shall be made with the help of the House
President, manager, facilitator, or Education Officer.

3. iii. Board Manuals. These manuals must be updated at least once yearly, particularly
before the Spring Planning retreat, with updates each semester (as necessary) (as
per 2.05).

4. iv. Motion records. These records must be updated before the beginning of each
semester. Motion records are records of the final language of all motions that go
before the Board of Directors and of the Board’s final actions with that motion (e.qg.,
passed or failed by some margin, passed or failed with a roll call record, referred to a
committee, tabled indefinitely). All binding decisions of the Board should be found in
this document.

1. i. Ensuring the delivery of updated versions of the Articles of Incorporation, Bylaws, Code of
Operations and each House's House constitution for inclusion in the House’s manual or
operating books once per year.

1. j. Initiating the election procedures with the Education Committee before the spring
semester, unless there is a conflict of interest in which case the Vice President of Education
will ensure that the Education Committee undertakes the Officer Elections procedures.
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