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Dear Colleague,


Nominations...Voting Procedures...Tallying

The IEA Elections Committee members would like to do their part to make your job easier.  Through their efforts, measures have been taken to develop for each local and region, Election Guidelines and Procedures to help answer any questions that your organization may have regarding elections.  A packet of materials has been prepared that will explain such areas as:




* the notification process




* the nomination process





* ballot preparation/candidacy statements




* ballot distribution




* voting procedures




* tally procedures




* reporting procedures




* storage of election materials
The Elections Committee is also offering a special service....training!  This service is available to locals and/or regions.  The Committee is prepared to give training in all areas regarding elections....where to start; conducting the election; preparing election newsletters; and what to do regarding election challenges. 

Take advantage of this service that is being offered by your peers and "your IEA family". Call Debra Knox at 800/252-8076.

Sincerely,

IEA-NEA Elections Committee

June, 2009
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Communication is the Key

Elections Committee


An Elections Committee should be set up in accordance with your local and/or region bylaws.  The members of this Committee should be detail oriented and willing to serve more than one year in this capacity.  Use the knowledge and services of retired members throughout the region.  These members have a wealth of knowledge regarding elections and, in most cases, they have the time to give to the region.


The Committee should be available to all members to answer any questions that may arise.  All regions should make available the help that any local may require,   whether it is through telephone, mail, or telecommunication. 


The IEA State Elections Committee also offers its services.  Training is available to all regions as well as all locals.  In order to avoid any pitfalls, take advantage of the services being offered.  If your region or a local wishes to have training, call Debra Knox at 800/252-8076 to schedule a date.


Members of the IEA State Elections Committee are available to help you throughout the year.  Call with questions or problems.  Their telephone numbers can be found in the IEA Leadership Handbook.
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Tips:
Find members who want to be involved but do not want 

  to attend a lot of meetings. 



Tap the experience and knowledge of your retired 



  members! 



Have an elections training! 
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Notification Process

It is the responsibility of the Region Elections Committee to fully inform members of the important dates and deadlines for all IEA/NEA elections.  This Committee is also responsible for explaining to the general membership the purpose of such elections and the duties of those who are elected.


The IEA State Elections Committee provides parameters for IEA RA Local Delegate, NEA RA Local Delegate, and Region Elections conducted by the regions/locals.  This information may be found in the IEA Elections Handbook.  The Region Elections Committee is then responsible for developing the election and allocation plans for these elections.  Upon approval by the IEA State Elections Committee, the notification of these elections is provided through publication  in the "Advocate".   Notification of other elections conducted by the regions or locals must be in accordance with their governing documents.


Notification of the nomination process must ensure all active dues-paying members are provided the opportunity to run for and/or vote in an election.  There are many ways to satisfy the nomination requirement; i.e., newsletters, postings in the buildings.


Communication between the region and the local is extremely important.  Each member should be fully aware of the duties and responsibilities of the elected position.  By taking the time to explain these positions, each member will have a sense of the importance of his/her vote.
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Tips:
Use your IEA Elections Handbook - look for the



  master calendar.


Explanation of position responsibilities is important to



  develop ownership in the process.



Dates posted must be adhered to.



Run off timelines must also be included in the original



  notification. 
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   Nomination Process

Each local and/or region may develop their own nomination process.  Once developed, the nomination process should be consistent for all elections.

The recommendation of the IEA State Elections Committee is to develop a nomination form that may be used for all elections...whether it is an NEA delegate election, IEA delegate election, region election, or local election.  


The nomination form should indicate very clearly to the membership the following information:


1.  The position/reason for the election.



     a. The title should indicate all positions for which the person is being



         nominated; i.e. Region Chair/NEA R.A. State Delegate.



     b. The term of office for that position or duration of contract.



2.  The date by which the nomination form must be received.



3.  The person(s) and place the nomination form must be sent to.
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Tips:
The Elections Committee should develop a common 



  form for all nominations. 



Nomination forms should be used for all elections. 



Be sure to check region and local bylaws for additional



  eligibility requirements. 



Be sure members who are nominated want to run for 



  that position.


All active dues-paying members are eligible to



  be nominated.



Deadlines are set to be followed! 


--  SAMPLE  --
LOCAL ELECTION NOTICE

XYZ EDUCATION ASSOCIATION LOCAL PRESIDENT

(YEAR)



NOMINATIONS must be received by: _________________



ELECTION DATE: ______________________


           TIME: __________________________________


           PLACE: _________________________________


          TALLY  DATE:  ___________________________


          TIME:  __________________________________


          PLACE:  _________________________________


A member may either nominate a colleague or himself/herself for this position by completing this form.  The form must be completed and signed by both nominator and nominee.


All forms must be received by the Local Elections Committee Chairperson, (NAME), at (LOCATION) by no later than (DATE).

***********************************************************************

LOCAL ELECTION NOMINATION FORM
XYZ EDUCATION ASSOCIATION 

LOCAL PRESIDENT

(YEAR)

I hereby nominate ______________________________ who is a member in good 




       (Name of Nominee)

standing of XYZ EDUCATION ASSOCIATION for the position of (YEAR) local president.

_________________________________

(Signature of Nominator)

I agree to allow my name to be placed in nomination for the position of (YEAR) Local President of XYZ EDUCATION ASSOCIATION.

__________________________________

(Signature of Nominee)                                    

-- SAMPLE --
NOMINATION FORM

REGION (NUMBER)

(YEAR) IEA R.A. DELEGATE ELECTION


The (YEAR) Illinois Education Association Representative Assembly, otherwise known as the IEA R.A., will be held on (DATES).  The IEA R.A. will be held at the Hyatt Regency O'Hare Hotel in Rosemont, Illinois.  The election for this position will be held on (DATE). (See the November Advocate for specific election timelines.)  


IEA R.A. delegates will be responsible for approving the IEA budget, establishing a dues amount, modifying the Legislative Platform and Bylaws and conducting other business of the Association.


A member may either nominate a colleague or himself/herself for this position by completing this form.  The Elections Committee recommends that should you choose to nominate someone else, please make sure he/she wants to be nominated and can attend this Assembly.  All forms must be sent to the Region Elections Committee Chairperson, (NAME), at the Region Office by (DATE).
Please complete and return form to:

IEA

Attn:  Region (NUMBER) Elections Committee

(ADDRESS OF REGIONAL OFFICE)

Must be received by:   (DATE)

Nominee's Name:



____________________________

Nominee's Local:



____________________________

Nominee's Address & Phone:


____________________________







____________________________







____________________________

Nominee's Email Address:


____________________________

(This sample may be used when notification is provided in the Advocate.)
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                          Candidacy Statements
Ballot Preparation


The Elections Committee prepares the ballot after the nominations deadline.  All names appearing on the ballot must be members in good standing.


The ballot must include the following information:



1. the title of the position(s)/issue;



2. the term of office/duration of contract;



3. marking instructions;

4. number to vote for;



5. space for write-ins, if necessary



    (as determined by governing documents).



5. post office box information for return of ballots, 

    if conducting a mail ballot election.

Placement of names on the ballot must be determined by lot.

In the event no nominations are received, a write-in election must be conducted.

Candidacy Statements


Candidacy Statements may be used to inform members of the experience and knowledge of the candidate.  Statements must not include an exhortation to vote for the candidate and must be nonpromotional, factual and objective.  This information may be provided in many ways.  For example:



1. on the back of all ballots;



2. election fliers;



3. region or local newsletters.
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Tips:
Make sure all necessary information is included on the



  ballot. 



Check to see if governing documents require write-ins. 



Use candidacy statements to inform your members. 

--  SAMPLE  --

CANDIDACY STATEMENTS

IEA LOCAL DELEGATE ELECTION

(YEAR) IEA-NEA REPRESENTATIVE ASSEMBLY

John Smith



I am a strong IEA-NEA advocate who wishes






to continue service to all members.  Your vote is






needed.

Mary Olson



I have served two terms as president of my local.






In addition, I have served on the region council






for three years.  My experience would help our






region.

Janet Brown



Education and its issues have been a large part of






my life.  The decisions made at the RA will affect






all members.  I will make solid decisions on your






behalf.

Bill Gates



I am very active within my local as well as the 






region.  I will work for you!  I need your support!

--  SAMPLE  --

BALLOT

IEA LOCAL DELEGATE ELECTION

(YEAR) IEA-NEA REPRESENTATIVE ASSEMBLY

(Vote for no more than two (2) candidates)
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         (Write-In Candidate)
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A key to a successful election is ballot distribution.  The IEA State Elections Committee recommends the following procedures to avoid a contested election:
On Site Elections


1. Ballots must not be left unattended.


2. The pre-printed signature roster must be signed by each voter when receiving a 

    ballot.


3. The authorized Elections Committee person must initial each ballot as it is


    handed to the voter.

Mail Ballot Elections


1. Ballots must be mailed no less than 15 days prior to the tally date.


2. Ballots must be mailed to the members last known home address.


3. In order to maintain the secrecy of the election, a two envelope system is 


    required.


4. In order to verify eligibility, the members name and return address must be 


    included on the outer return envelope.


5. The mailed ballots must be returned to a post office box.
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Tips:
Make the location of your election area easy to get to



  - library, teacher's lounge, etc.


Have a current pre-printed signature roster of members 


  in good standing for each site. 



Remember your traveling members and part-time 



  staff. 



Make provisions for absentee voting. 
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The Elections Committee will take measures to ensure the secrecy of the election.  Not only should each member receive an official ballot, they should also be assured that their decision or choice cannot be identified.  Ballots must be secured at all times.
On Site Elections

1. After signing the pre-printed signature roster and receiving the initialed

    ballot, a member should vote according to ballot instructions. 

2. Return voted ballot in accordance with ballot instructions.
Mail Ballot Elections


1. Upon receipt of the ballot, a member should vote in accordance with the


     instructions.


2. Use proper procedure when returning the ballot.


3. All mailed ballots must be sent to a post office box.

It is the responsibility of the Elections Committee to secure all ballots and election materials for the tally.  The Elections Committee must make sure that all steps are followed to ensure a valid election.
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Tips:
Make sure the people running the election know the 


  procedures. 



Inform your members as to the elections process.



Allow for absentee voting.

--  SAMPLE  --

PRE-PRINTED SIGNATURE ROSTER

Local/Region Name: _________________

Building: __________________

Title of Election: _____________________________

Date of Election: _____________________________

	SETH PAINE SCHOOL
	VOTING SIGNATURE

	Allison, Amy
	

	Conway, Kari
	

	Divincenzo, Christine
	

	Ebert, Jodi
	

	Feeley, Melodie
	

	Grosse, Bev
	

	Hyla, Jane
	

	Johnson, Colleen
	

	Kane, Annette
	

	Kuchler, Deann
	

	Lemanski, Caryl
	

	Lynn, Carole
	

	Matson, Peggy
	

	Randall, Robert
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The Elections Committee should have a set procedure for tallying the ballots, whether it is an on site or mail ballot election.  The procedure should be discussed and approved by the governing body.  Each Elections Committee member should be fully informed as to this process.

On Site Elections


1. The election materials are brought to the designated tally location by the


    Elections Committee member/designee.


2. Tally the ballots and complete the tally sheet.


3. Count the number of signatures against the number of ballots cast.



(NOTE:  You may not have more ballots than signatures.)


4. Elections Committee members sign and date tally sheet to validate results.

Mail Ballot Elections


1. The Elections Committee will examine each sealed envelope to verify the


     member's eligibility.  Envelopes without the proper identification will be


     considered as spoiled ballots.


2. Tally the ballots and complete the tally sheet.


3. Elections Committee members sign and date tally sheet to validate results.
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Tips:
Count the vote when the voter intent is clear. 



Be consistent! 

--  SAMPLE  --

TALLY SHEET
Region: _______

Election Name: _____________________________________________

Election Date: _____________________     Tally Date: _____________

Local/Cluster Name: _________________________________________

Total Number of Signatures on Signature Roster: __________
NAMES OF ALL PERSONS RUNNING FOR ELECTION
Name of Candidate/Local          Tally
                                 (list all)          
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Total Number of Ballots Cast: ___________

Number of Spoiled Ballots: _____________

Valid Ballots Cast: _____________________

Person(s) Conducting Tally: 
__________________   Date:


                                 __________________   Date: 
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The Elections Committee shall prepare a written report of the election results to be disseminated.  Said report shall minimally include the total number of valid ballots cast, the number of votes for each candidate, the number of write-in votes, the number of spoiled ballots, and a declaration of a winner(s).  The report shall be sent to all candidates, and local association presidents, within one week of the tabulation.  Local Association Presidents shall promptly post the election results in the locals.  Timely reports must also be made available to the region, regional office and IEA-NEA President’s Office, as appropriate. 


Suggested methods of notifying the members of election results:



1. newsletters;



2. posting in buildings;


3. email.
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Tips:
Do not give out partial results. 



Be prompt.  Your members are entitled to hear the



  results. 

--  SAMPLE  --

ELECTION RESULTS REPORT
Election Name: _____________________________________

Election  Date: ____________________________________

- Total Number of Ballots Cast: _______________

- Total Number of Spoiled Ballots: _____________

- Total Number of Valid Ballots Cast: ___________

TOTAL VOTES RECEIVED BY CANDIDATES
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[image: image26.wmf]        Storage Of Election Materials

All election materials must be stored and secured for one year.  These materials would include nomination forms, ballots, pre-printed signature rosters, tally sheets, and return envelopes in case of a mail ballot election.
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Tip:
Put a destroy date on the container in which your


 materials are stored (one year from the date of tally).
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Yes, You Have To Run The Election Even If.....
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 [image: image30.wmf]  There are no names...only the write-in space on the ballot.
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          if there is a governing document which requires a write-in provision.

Resources To Tap Into...
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It Is The Law....



[image: image40.wmf]   U. S. Department of Labor
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