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Education Planning Committee
Job Description
Analyze the educational needs of members and coordinate a comprehensive program and recruit an outstanding lineup of speakers designed to meet those needs through the ISVMA Annual Convention and ISVMA Spring Seminar Series. 


Responsibilities
1. Schedule an annual calendar with as many educational seminars as deemed necessary.  
2. Coordinate locations, dates, times and instructors for all programs. 
3. Develop budgets for the ISVMA Annual Convention and other education programs and communicate the sponsorship revenue budget to the ISVMA Sponsorship Committee.
4. Recommend reasonable member education program costs that will support expenses. 
5. Establish criteria for selecting instructors and ensure the existence of an adequate number of available instructors. 
6. Have knowledge of course content. 
7. Review feasibility of co-sponsorship (with other organizations) of different educational offerings. 
8. Review member evaluations and make any necessary changes. 
9. Furnish such reports as may, from time to time, be required by the Board of Directors. 
10. Continuing Education Programs: 
a. Schedule on-going offerings covering areas of potential litigation to the Board and its members (tax audits, professional standards, environmental hazard forums, legal issues, etc.).
b. Determine number of CE credits for each program offered by ISVMA.
c. Ensure that a sufficient number and variety of programs are scheduled to enable all members to meet License requirements.
d. Recommend policies regarding the administration of the Continuing Education Program and the implications of the State licensing requirements to our program schedule (including verification of CE, quality of content, etc.). 
Chairperson’s Responsibilities
The chairperson will be responsible for ensuring that all committee deadlines are met and that the program details are worked out in sufficient time for the ISVMA Sponsorship Committee to seek necessary sponsorship revenue. The full committee should meet in November shortly after the ISVMA Annual Convention to begin planning for the next year’s convention. The ex officio members are to provide input and provide any assistance as may be required from the three revolving term members. The three revolving term members will be primarily responsible for retaining the speakers.

Time commitment 

The work of this committee will take place primarily via e-mail and conference call meetings. The Committee will meet in within 4 weeks of the previous ISVMA Annual Convention and as needed to complete their responsibilities. Between meetings, members will be expected to review material relevant to future meetings and fulfill their assignments within deadlines established by the Committee in consultation with ISVMA staff. 
Committee members are expected to attend the ISVMA Annual Convention and provide assistance as session moderators or in other needed volunteer capacities. 
 
Term
 January 1 - December 31
 
Reporting 

The Education Planning Committee chairperson shall provide a written report to the ISVMA Board of Directors on behalf of this committee within three weeks of each scheduled Board meeting.
