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“To be the leaders in maintaining the highest standards of a safe, healthy learning environment to 
support educational excellence through the prudent management of resources.
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PURPOSE: POLICY AND PROCEDURE MANUAL 

This manual collects information, all documents, and items relating to activity of the New York 
State School Facilities Association, Inc. exclusive to the enacted by-laws and charters with local 
chapters. It is a reference guide for use in the day-to-day administration of the Association and is 
updated as needed. 
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TRADITION AND PRIDE 

HISTORY OF THE NEW YORK STATE SCHOOL FACILITIES ASSOCIATION, INC. 

 

In 1954, Frank Gilson and Dr. Foster Brown discussed the need for better maintenance 
programs in the State’s public schools. Frank Gilson was a professional engineer and Supervising 
Architect for the New York State Education Department, Department of Buildings and Grounds. 
Dr. Foster Brown was the President of Oswego State College, a school strongly oriented in the 
area of Industrial Arts. 

In the mid-1950s, New York State was building over one hundred million dollars worth 
of school buildings per year outside of the larger cities. Maintenance and custodial staff were 
challenged more than ever to keep pace with mechanical developments and requirements for 
good building service, and to implement maintenance procedures, which protected 
investments in buildings. Trained managers were scarce and salaries were not high enough to 
attract facility managers with the skills and expertise needed to look after these larger, more 
modern buildings. 

Dr. Foster Brown agreed to host a conference at Oswego State College targeted 
toward supervisors of maintenance and operation functions in the public school facilities. Dr. 
Brown thought it would prove worthwhile if 15 school districts participated. Attendance 
exceeded expectations, with more than 20 facility managers from around the state attending. 
As a result, friendships were established, leaders were identified, succeeding conferences were 
planned, and the foundation of the Association was put firmly in place. 

The following year, two sectional conferences were held, one in Oswego and one at 
New Paltz College. Both were well attended; although the camaraderie established at the first 
conference was somewhat lacking. Organizers recognized the benefit of bringing facility 
managers from all areas of the State together to share experiences, knowledge and expertise. 

In 1957 the New York State Association for Superintendents of School Buildings and 
Grounds, Inc. (SBGA) was formally organized. Art Goodwin was elected as the first President 
and served in that capacity from 1957 to 1959. The Association worked closely with the New 
York State Education Department (SED). SED was instrumental in helping to organize a series of 
training courses set up under the adult education program. 

SBGA and SED worked together to study and define the Superintendent of Buildings 
and Grounds position. Guidelines were developed and used by many districts to establish the 
position and recognize their directors of school buildings and grounds as an administrative 
management position within our New York State school districts. 

SBGA has enjoyed a close collaborative relationship with SED’s Division of Educational 
Facilities Planning Division. During the early years, the Department did most of the program 
planning for SBGA’s annual conferences. Mr. William B. Haessig, Director of the Facilities 
Planning Division, was committed to enhancing the position of Superintendent of Buildings and 
Grounds. 

In 1959, the Association leadership designated the First Vice President as conference 
program chair. The First Vice President would also automatically become President the 
following year. This arrangement provided a degree of continuity of leadership. Most of the 
conference planning was in consultation with the Executive Committee under the direction of 
the First Vice President. The Division of Educational Facilities Planning made its facilities, staff and 
expertise available to the conference planning committee. 
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TRADITION AND PRIDE (CONTINUED) 

  

 For 16 years Oswego College hosted the annual conferences. Dr. Foster Brown and Art 
Hauler were instrumental in making the early conferences successful. In 1971, the Executive 
Committee decided to move the conferences to various SUNY College sites around the state. 
The next two conferences were held at SUC at Cortland; two years at SUC at Plattsburgh, three 
years at Ithaca College and two years at SUNY Binghamton. 

The list of conference speakers and participants over the years reads like a “Who’s Who” 
in the school industry. Public education professionals, manufacturers, sales organizations, 
engineering and architectural firms, universities, research laboratories, legislative leaders, and 
association members have made meaningful contributions to SBGA conference sessions and 
workshops. 

In 1964, SBGA began publication of its newsletter. The newsletter continues to be an 
important source of information to the membership and education community.  The 
newsletter was eventually supplemented with periodic updates on Association activities, called 
the “Dialogue.” 

In 1972, the Association created the position of Executive Secretary. The Executive 
Secretary’s role was to provide a base of communication and operation for the Association 
during the periods between conferences. Victor “Ted” Mauro was the first Executive Secretary. 
Harry Dickson succeeded him in 1975, and Carl Hutchinson succeeded Harry Dickson in 1977. 

In 1979, SBGA’s Executive Committee recognized the need to grow and expand the 
Association’s services. A volunteer could no longer take time away from his or her school facility 
responsibilities to effectively manage the Association and promote its activities. 

The Executive Committee retained the services of the Associations Plus Division of the 
Valhalla-based company Organized Business Techniques, Inc. The company’s co-owners, Fred 
Hack and Marie T. Rossi, CAE, became SBGA’s first Executive Directors.  Fred Hack had been an 
Associate Member in the late 50s, and was associated with the operations and maintenance 
personnel in the school industry for over 35 years. Upon Fred Hack’s untimely passing, Marie 
continued to serve as the Association’s Executive Director. 

SBGA saw tremendous growth from 1979 to the millennium.   

The annual conference was moved from summer to fall; conference sites were changed 
from the college environment to conference centers and hotels capable of also hosting large 
trade shows. The Association established seventeen chapters throughout the State with a State 
Director elected from each chapter to serve on the Board of Directors. The Association actively 
solicited new members. 

SBGA established a new Associate Membership category and actively recruited 
corporate members. Several publications were developed and distributed, including a new 
membership brochure, membership directory, Custodian's Handbook, Maintenance Procedures 
Manual and “The Duties and Responsibilities of the Superintendent of Buildings & Grounds.” 
Training videos and publications were made available through the Association for custodial 
cleaning, grounds care, asbestos, boiler repair and pneumatic controls, and civil service test 
study guides. A Job Bank Program was established to fill vacant positions throughout the State. 
The Association leadership gathered annually at a “Leadership Weekend,” and the members of 
in SBGA was honored with membership plaques and pins. 
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TRADITION AND PRIDE (CONTINUED) 

 

The Association built strong partnerships with statewide associations representing 
school superintendents, business officials, school board members, rural schools and others. Our 
goal in working with these organizations is to promote facility managers and the importance of 
having strong maintenance programs at our schools. 

 In 1990, the Certified Director of Facilities (CDF) program was introduced to provide 
opportunities for professional recognition and growth. CDF Committee Chairman Jack Babcock 
of the Cornwall School District developed the CDF program over a two-year period. Today, the 
CDF Program is endorsed by NYS Education Department and continues to evolve each year. 

In the mid-1990s, SBGA leadership decided to extend its member benefits to include a 
scholarship program for children of SBGA members. Six $1,500.00 scholarships are awarded 
each year to children enrolling in a full-time program leading to an associate or bachelor’s 
degree at an accredited post-secondary school.  

A Peer Review program was developed in the late 90s. Called the Peer Review School 
Facilities Management Evaluation program, it uses experienced school facilities managers and 
other professionals to conduct on-site evaluations of school facility departments. These 
evaluations have assisted schools with assessing their goals and practices, organization and 
customer satisfaction.  

Member benefits continued to expand with the development of the Legal Assistance 
Program – providing one hour of legal consultation to active members.  

The Association also made a commitment to keep pace with technology and enhance 
its member communications. An SBGA website was developed, email and broadcast fax systems 
were put in place, and computer labs were offered at conferences.  

2001 began a new era for SBGA. 

Recognizing the need to have a more vocal and visible presence among State 
lawmakers and policy makers, the Association retained Carr Public Affairs to represent the 
interests of school facility managers. In the Fall 2001, Executive Director Marie Rossi retired. 
Marie, who is also a nationally recognized public speaker and personnel trainer, represented 
SBGA for 23 years. 

SBGA moved its Association headquarters to Albany — just blocks from the New York 
State Capitol. The Association retained the services of the Association Development Group, Inc. 
The company’s president, Kathleen A. Van De Loo, became SBGA’s Executive Director. 

In 2001, more than 155 exhibits were part of the annual conference with 300 exhibitor 
personnel in attendance. Associate members became an integral part of SBGA.  

In 2002, for the first time in the Association’s history, membership exceeded 1,000 
members.          

In February 2003, the Board of Directors of the Association established the School 
Facilities Management Institute, Inc. (SFMI). The institute is a non-profit organization created for 
the purpose of providing education and training programs on timely school facility 
management issues. Educational programs are offered to directors of school facilities, their key 
staff and others interested in pursuing a career in the field. 
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TRADITION AND PRIDE (CONTINUED) 

 

The Association was instrumental in passing legislation that established NYS Civil Service 
qualifications for school district Director of Facilities (I, II, III) positions. The Director of Facilities 
Law, passed in August 2011, included a statewide exam, replacing all regional exams and 
streamlining the certification process.   

In January 2016, the Association officially changed its name to New York State School 
Facilities Association, Inc. (NYSSFA) to correspond with the new job titles.  Leading up to this, a 
new logo was designed with a fresh color scheme to use on all communications and the 
website. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Researched and Edited by Fred Hack & Marie T. Rossi, CAE (1997) 

Further researched and edited by Association Development Group (2001-04/10/16) 
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IMPORTANT DATES 

JANUARY  

· State Legislature commences the 1st Wednesday after the 1st Monday of the new year. 

· Promote Advocacy Day. Respond to calls for action, stay involved!     

FEBRUARY  

· Fred Hack Memorial Scholarship postcards mailed.  

· Promote state scholarships program at your chapter meetings. 

MARCH  

· Annual Advocacy Day. Chapter Presidents sign up chapter members. 

· SFA/SFMI Board meeting and Critical Issues Summit held in conjunction with  
Advocacy Day. 

APRIL/MAY  

· Production and mailing of directory. 

· Leadership Weekend for Officers, State Directors, Chapter Presidents, SFMI Board and 
Committee Chairs. All Chapters must be represented.  

· Chapter elections take place. 

· Requests for certificates of insurance for workshops DUE. 

· MAY 31 - 3rd Vice President candidate nominations are DUE. 

· Conference promotion, registration materials available. 

· State Dues collection begins. (REMINDER: All chapter members must first be members of the 
state association.) 

AUGUST  

· Year-End Chapter Financial Reports due to the State Association (report form attached). 

SEPTEMBER 

· Provide the State Office the dates, locations, times of chapter events. Events will be posted to 
the state website. 

OCTOBER 

· Annual Conference (SFA Board meets/SFA Chapter Presidents meet) 

DECEMBER  

· State Director Elections take place.      

· DECEMBER 31 – Chapter By-Laws, Membership List & Financial Report Due to the State 
Association. 
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GOVERNING STRUCTURE 

 

NYSSFA is governed by a Board of Directors consisting of: 

 Five elected officers including President, First Vice President, Second Vice President, 
Third Vice President and Treasurer. This is the Executive Committee that meets on a 
frequent basis and is empowered to make decisions on behalf of the Board. 

 Elected representatives of each of the seventeen (17) chapters throughout the state. 

 The immediate Past President of the Board. 

 A liaison from the New York State Education Department. 

 The Executive Director, who serves under contract to the Board. 

 At Large Officer. The Executive Committee shall nominate an at large officer to serve 
on the Executive Committee for a term of one year, except when all five electoral 
districts (defined below) are represented on the Executive Committee.   

The at large officer is nominated by the Executive Committee and approved by a vote of 
the Board of Directors following the election for Third Vice President held at the annual 
meeting. The candidate for at large officer must come from an electoral district not 
already represented on the Executive Committee.  

The electoral districts are as follows: 

 Electoral District One: Nassau, Suffolk, Rockland 

 Electoral District Two: Southeastern, Northern Catskills, Mid-Hudson 

 Electoral District Three: Chautauqua, Niagara Frontier, Genesee Valley, Central 
Western 

 Electoral District Four: Capital District, Oswego County, North Country 

 Electoral District Five: Southern Tier, Mid-State, Southern Finger Lakes, Central 
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DUTIES AND RESPONSIBILITIES OF OFFICERS 

 

The President has: 

 General supervision over the Officers and Board of Directors subject to the 
provisions of the Association by-laws. 

 Serves as an ex-officio member of all committees, selects chairs and assigns 
responsibilities to all committees. 

 Presides at all Board and annual meetings. 

 Works closely with the Executive Director to complete all planning for the entire year 
and meet Association goals and objectives. 

 Checks progress and motivates chairs to meet goals. 

The First Vice President: 

 Serves as Program Chair and provides leadership in the absence of the President. 

The Second Vice President: 

 Serves as backup to the First Vice President in program planning. 

The Third Vice President: 

 Records all Board and Executive committee minutes, prepares and submits the same 
to central office for distribution. 

The Treasurer: 

 Works closely with the Executive Director reviewing all receipts and financial reports. 
Presents report to the Board and makes recommendations related to the needs of 
the Association. 
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BOARD MEMBER ROLES AND RESPONSIBILITIES 

 

Responsibilities as a Board member are: 

 To meet the needs of the members served. 

 To set policies that guide the Association to ensure that the organization is run 
effectively, legally, and ethically. Policy decisions are those that affect the Association as a 
whole. These policies act as the foundation for the Executive Director who is responsible 
for the implementation of policy in managing the Association. 

 To ensure that the organization has adequate finances and that money is being spent 
responsibly. 

 To support the organization’s administration and provide the Executive Director with 
direction and resources to do the job. 

Criteria for determining a policy decision include: 

 Will this decision help determine procedures, activities, programs or services that 
affect the entire organization? 

 Is this decision required by law or by regulatory agencies? 

 Is this an issue on which the Executive Director has requested assistance? 

 

GUIDELINES FOR BOARD SERVICE 

 

It is customary to issue these guidelines to new Board members: 

“The function of the Board of Directors is to establish and review major policy and plans of 
the Association. Board members have legal and fiscal responsibilities to the members of the 
Association. 

As a director, you are an elected representative of your fellow members. They look to you for 
representation of their ideas. 

Acquaint yourself with the by-laws and other documents which state the Association 
purposes, objectives and methods of operation.

It is your responsibility to determine what your chapter members need and want, and to 
bring those needs to the attention of the full Board. Be prepared to suggest how those needs 
may be fulfilled. 

You are closer than most of your fellow members to the operation of the Association.  
When you make statements about the Association, the members will tend to believe you, as 
well as accept those statements as official policy. For this reason, Association leaders should 
carefully consider what they say and do, and confirm with the Executive Committee before 
making a statement. 

Well-informed, constructive criticism is essential to the operation of a healthy board.  If you 
are critical of an Association policy or issue under consideration by the Board, know when and 
how to present your views. 

Discuss your responsibilities with the Executive Director. He/she is continually working with 
the problems of the Association and can offer you valuable suggestions and advice. 

Members of the Board of Directors can expose the Association to liability when speaking on 
Association matters and should therefore behave prudently in their role as director. 
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Make all efforts constructive. Strive to build a stronger organization, which reflects current 
and future needs of the members of our profession. 

Your role as an association director is to guide the profession. To do this effectively, you must 
address yourself to the major problems facing the Association and not concern yourself with 
insignificant details better assigned to others. 

Do your homework! To be an effective director, you must be well informed.  It is imperative 
that you study the issues and details relevant to the subjects about which you must make a 
decision. 

If this is your first experience as a director, you may feel that since you are new on the Board 
you should just listen. Don’t let this thought stifle you. You were elected because of your insight 
and sound judgment. You owe it to yourself and your members to make your contribution. 

Be prepared to work closely with the Executive Director. It is suggested that you consult with 
him/her regarding pitfalls surrounding certain activities and how to avoid violating any laws. 
This may prevent the embarrassment of offering a suggestion that might not be in the best 
interests of the Association. 

At times you may wish to offer suggestions, but for personal reasons do not care to be 
identified with them. Should this situation occur, your Executive Director can arrange to have 
your suggestion offered anonymously. The Executive Director serves as the administrative leader 
of the Association and looks to you for support as a representative of the members. Constant 
and effective communication between you and the Executive Director is important. 

Your term on the Board of Directors is significant for the Association and for you personally. 
Your mark on the Board will be one of the accomplishments and influences over the future 
course of the Association. 
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COMMITTEE STRUCTURE 

 

Committees are at the heart of association work. They are the backbone that provides 
careful study, analysis and the substance of decision making for the board to determine policy. 
For long-term effectiveness, an association must have strong committees. 

Effective committees don’t just happen. They are a combination of the right individuals, 
a mission, good leadership and good staff work. During their tenure, Board members are 
expected to serve on at least one committee. Committee chairs are selected by the current 
President. Committee members may come from the general membership. 

The effective committee has a clear statement of purpose and a responsible leader to 
guide the committee’s process. The work of the committee may sometimes seem mundane, but 
from committee deliberations come the wisdom and ideas that help build the future of the 
organization. 

There are two types of committees: 

1) Standing Committees – formed to operate indefinitely and necessary 
to the ongoing operation of an association. There are eight standing 
committees for this Association: 

 Accreditation 

 By-Laws 

 Corporate Liaison 

 DOF 

 Energy 

 Facilities Planning 
Liaison 

 Facility Assessment 

 

 Financial 

 Hospitality 

 Legislative 

 Membership 

 Nominating 

 Presidents   

 Professional Practice 

 

 

2) Special “Ad Hoc” Committees – generally formed to accomplish a specific 
objective, or to consider or handle a single subject in a given time. 
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COMMITTEE 

 
OBJECTIVES 

 
STRATEGY 

 
MEETINGS 

 
TIMELINE  

Accreditation 

 

 
To design a plan 
to implement 
goals. 

 
Mentor all outstanding 
RDF, CDF, ADC and AADC 
candidates to complete 
portfolios  
and other requirements, to 
continue chapter contact 
re: recruiting candidates, 
track and notify members 
of recertification process, 
establish strategy for 
legislative contact, interface 
with MVCC and Empire 
State College re: 
competencies for credit. 

 
To be 
determined 

 
Ongoing 

 
By-Laws 

 
Overall review of 
By-Laws, clarify 
language & 
intent. 

 
Work with legal counsel. 

 
Dependent 
upon need. 

 
Ongoing 

 

  
Corporate 
Liaison 

 
To maintain 
communication 
with associate 
members, to 
increase 
conference 
participation. 

 
Author letters of solicitation 
for expo, solicit and 
evaluate feedback from 
exhibitors, work closely 
with Association 
Headquarters for 
incentives on show floor. 

 
Steady 
contact with 
Association 
Headquarters. 

 
Spring letter 
for booth 
sales. 

 
DOF 

 
To develop goals, 
recap facilities 
report card, 
review RESCUE 
plan, and civil 
service issues. 

 
Meet with ASBO and agree 
on priorities, investigate 
health & safety 
organization re: overlap, 
continue networking and 
open dialogue. 

 
As needed 

 
Ongoing 

 
Energy Be a liaison for 

energy-related 
programs from 
NYSERDA to the 
member- 
ship 

Work closely with 
NYSERDA, providing 
updates on energy-related 
programs and funding and 
education/training 
opportunities. 

 
 
Ongoing 

 

 

 
Facilities 
Planning Liaison 

 
Liaison to NYSED 
Office of Facilities 
Planning 

 
Maintain collaborative 
working relationship. 

 
As needed 

 
Ongoing 

 
Facility 
Assessment 

 
To offer objective 
view of district 
buildings and 
staffing practices. 

 
Offer expertise in best 
practices in school facility 
operations on a fee basis. 

 
If required 

 
Ongoing 

 
Financial 

 
To monitor all 
financial aspects. 

 
To work with Association 
Treasurer and review 
monetary flow; develop 
and follow budget. 

 
 

 
Ongoing 

 
Hospitality 

 
To develop plan 
for hospitality. 

 
Coordinate involvement 
with Association 
Headquarters. 

 
December 

 
Jan. – Sept. 
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Legislative To continue    
proactive 
positions related 
to legislative 
issues affecting 
our membership. 

Establish priorities related 
to civil service, assess 
relationship of legislation in 
other states and how we 
can adapt to NY needs; 
establish chapter plans for 
local grass-roots activity re: 
local contacts, maintain 
presence with allied 
organizations 

 Ongoing 

 
Membership 

 
To explore 
potentials for 
expanding 
member benefits. 

 
Attends to all aspects of 
recruiting and retaining 
new memberships. 

 
 

 
Ongoing 

 
Nominating 

 
To identify and 
encourage 
future leaders. 

 
Remind chapter of 
openings & need for 
nominations. Send memo 
in April to all chapters to 
remind them of May 
deadline for Third V.P. 

 
If needed 

 
February for 
first mailing 

 
Presidents Be a liaison to 

Chapter 
Presidents 

Support Chapter Presidents 
and their success. 

 
Leadership 
Weekend 

Annual 

 
Professional 
Practice 

 
To address 
privatization 
matters as they 
occur. 

 
Recruit reviewers on 
regional basis, establish 
criteria for program, and 
work closely with 
Association Headquarters 
re: marketing & promotion, 
provide reports on timely 
basis. 

 
 

 
As needed 
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CHAPTER STRUCTURE 

 
There are seventeen local chapters formed geographically to accommodate various districts. 

Relationships between the State Association and Chapters are governed by charters. A chapter 
of the Association may be formed if there is a minimum of five paid members in a geographic 
area, and not in conflict with an existing chapter. A list must be sent to the Central Office for 
confirmation of dues status.   

The Central Office will assist in contacting districts within chapter jurisdiction to announce 
the formation of the chapter. 

STRUCTURE: 

 Members must agree to a name for the new chapter and submit it to 
Central Office for registration and approval. 

 Chapter by-laws must be drawn in line with state by-laws and submitted 
for approval. 

 Local dues may be determined by chapter for active and associate 
members. 

 Letterhead for new chapter must be approved by Central Office.  Use 
of the state logo must be approved by Central Office for all promotional 
literature. 

PRESIDENT:  

 May serve for a term of one or two years, to be decided by members. 

 The president is required to attend the annual leadership weekend determined 
by the Board of Directors. Housing and mileage are paid by the Association. 

VICE PRESIDENT: 

 Serves in absence of President and assists with duties. 

SECRETARY/TREASURER: 

 Responsible for collecting of local chapter dues and fiscal activity related to 
prudent governance of chapter. 

 Responsibilities include filing annual fiscal reports requested by the Central 
Office for tax reporting. 

Election of officers should take place by May of each year to align with the state 
requirements for chapter representatives on the state Board of Directors for a term of three 
years.   

The Board member must serve in a leadership role on the chapter level to be considered for 
election to the Board. The Board member may succeed him/herself for three consecutive terms 
and is required to attend meetings held at annual conference and the leadership weekend. 
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INSURANCE 

 The Association is insured to protect against liability and protect Board 
activity. Coverage is not available for any chapter serving alcoholic 
beverages. In most cases, the host district has insurance coverage. The 
planning committee should confirm the extent of that coverage. 

 Requests for insurance certificates must include date, location, duration of 
program, the number of attendees expected and contact person. This 
information must be filed four weeks before the event.  There is no charge 
to the chapter. 

 Chapters that are incorporated are required to obtain insurance 
independently to cover workshops and local chapter events. 

 

PARLIAMENTARY PROCEDURE 

How to participate in a meeting and accomplish your goals: 

 Member Obtains the Floor – member (when no one else has the floor) rises, raises his 
hand or stands at a microphone, and awaits recognition. 

 Chair Recognizes Member – Chair calls member’s name, points or nods to member, or 
identifies microphone, giving permission to speak. 

 Member Makes Motion – Member makes the motion by saying “I move that” – NOT 

“I make the motion that” (Do not say “I so move.” The assembly needs to hear the 
proposed motion). 

 Another Member Seconds the Motion – Another member without seeking permission 
to speak seconds the motion by saying “I second the motion” or “Second.” 

 
A second means that more than one person agrees that the motion should come before the 
meeting. The seconder need not favor the motion. He may speak against it and vote against it.  

A motion that does not receive a second is not considered. The chair can ask “Is there a second 
to the motion?” If none is forthcoming, the chair proceeds to the next item of business. 

 Chair States the Motion – The chair states the motion and calls for debate (discussion). 

“It is moved and seconded that  .  Are you ready for the question (is there any 
discussion)?” 

The motion may be changed or withdrawn by the maker only before it is stated by the chair or 
withdrawn only after permission of the assembly. 

 Assembly Discusses Motion – Members wishing to speak must first obtain the floor (first 
two steps above).  

The maker, if he claims the right, may speak first. He cannot speak against the motion, but he 
may vote against it. 

Remarks must be addressed to the chair and confined to the motion being discussed.  Avoid 

using a member’s name – use title or say “the previous speaker” or “the speaker who” 

Time limits to observe if previous limits have not been established are: 

 Ten minutes per speech 

 No more than two speeches per member per motion on the same day 

 No second speech if another member is seeking to give his first one. 
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 The motion may be postponed indefinitely (killed), amended (changed), committed (sent to a 
committee), postponed to another time, or tabled (set aside temporarily while other necessary 
business is considered). 
 
Discussion is stopped by use of the motion Previous Question. This motion requires recognition, 
a second and a two-thirds vote to adopt. A member calling out “question” does not stop 
discussion. 

 Chair Calls for the Vote – When discussion has been stopped or no member is seeking 
to speak, the chair calls for the vote. “Are you ready for the question?  The question is 

on the adoption of the motion that  (repeat the motion).  Those in favor say ‘Aye’ 
(pause). Those opposed say ‘No’.” 

If two-thirds vote is needed, the chair must take a standing vote. “Those in favor will stand. 
(pause) Be seated. Those opposed will stand. (pause) Be seated.” 

 Chair Announces the Results of the Vote - The chair announces the results.  “The ayes 

(noes) have it, the motion is adopted (lost), and  (state the outcome –what was 
decided).” 

If there is doubt, a standing vote may be demanded by calling out “Division.” 

A member who is dissatisfied with the announcement of a standing vote may move to have 
the vote counted. 

A tie vote rejects the motion. The chair may vote (if he has not already voted) when his vote will 
make a difference. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

17 

FINANCIAL STRUCTURE 

A nonprofit organization is a business and must be run as one. Fiscal policy and procedure 
are established by the Board and maintained by the Executive Director with the Treasurer and 
President. The Executive Director is bonded to handle funds. 

Financial statements of income and expenses are prepared by an accountant on retainer. 
All bills and receipts are reviewed by the treasurer. 

Member dues are invoiced from the Central Office and information is compiled and 
maintained in a central database. Chapter dues are collected and recorded on a local level. 

Since dues alone cannot grow an organization, the Association depends upon the success 
of the annual conference/expo. The cooperation of all members and committees to encourage 
associate member exhibitors and active member attendees is critical to success. 

Non-dues generated income such as educational workshops and special events have 
strong financial implications for maintaining a solid fiscal base and providing member benefits. 

A carefully planned investment policy has been established for reserve funds. The Executive 
Committee reviews all transactions and reports results to the Board. 

 

CONFERENCE PROCEDURE 

The Annual Conference is a major source of income for the Association. The theme and 
format are determined by a committee of five Past Presidents and the First and Second Vice 
Presidents with the assistance of the Executive Director. 

Sites are selected based on price and availability in the fall after school opens.  Speakers are 
recruited from various sources depending upon skill and reputation.  When Associate 
members present, they are required to keep their presentations generic in fairness to all 
competitors. 

The expo is an important part of the annual conference, and promotion is a major part of 
the conference planning effort. 

All suggestions and/or recommendations for programs are determined by evaluation 
forms from the membership. 

 

ONLINE DIRECTORY 

With the e-communication tools available to us today, the Association is able to provide 
real-time contact information for all of our Active, Affiliate and Associate members. To view 
personal contact information as well as that of colleagues from around the state, members can 
log in to the Members Only section of the Association website, www.nyssfa.com, any time.  

 

 

 

http://www.nyssfa.com/
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COMMUNICATIONS 

Albany Update – Albany Updates are emailed as interim newsworthy updates to Officers, State 
Directors and Chapter Presidents. 

 E-newsletters - Members receive the Association's weekly e-newsletter, Wednesday Wake 
Up, containing practical and timely information on issues facing the educational facility 
managers along with updates on Association and chapter activities. These e-publications 
are archived on the website and available anytime.  

 Website – www.nyssfa.com will introduce you to the Association website.  Maintained by 
the Central Office, it contains all updated information members need and includes a 
members only area. A password is necessary and can be obtained by contacting 
info@nyssfa.com. 

 Print Library – Upon joining, active members receive a copy of “The Duties and 
Responsibilities of a Superintendent of Buildings and Grounds.” This publication is designed 
to assist members in educating their districts on the scope of the position of facilities 
manager. It is a valuable tool for contract negotiation. 

A copy of “The Custodial Handbook” is also provided to encourage training of 
custodial/maintenance personnel. 
 
These publications should be part of the members’ “working” library. 
 
Additional copies are available for a fee from the Central Office. A complete listing is available in 
the directory. 
 
 

SCHOLARSHIP 

The Fred Hack Memorial Scholarship Fund awards six scholarships of $1,500.00 each to 
dependents of active members who meet the criteria. Eligibility requirements are as follows. 

Applicants must be: 

1. Children* of NYSSFA members who have completed one year of full-time, continuous 
membership at the time of the deadline date for submitting the scholarship program 
application. 

2. Enrolled, or planning to enroll within a year, in a full-time program of studies leading to 
an associate or bachelor’s degree at any accredited post-secondary school. 

*The term “Children” means biological or legally adopted children, stepchildren or legal wards 
of the member. Notification of the Scholarship Program is mailed to all active paid members in 
February. 

 

 

 

 

 

 

 

mailto:info@nyssfa.com.
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ADDENDUM 

Legal Assistance Fund 

The Legal Assistance Fund entitles active paid members to a one-hour consultation with 
counsel to discuss legal problems relating to the member’s employment. This service is available 
for employment-related legal problems only.  It is limited to an initial one-hour consultation 
paid for by the Association. Members are entitled to one consultation per calendar year. 
Information is printed on the membership card issued to active paid members.   

 

Travel Reimbursement Policy  

The New York State School Facilities Association has outlined the following policies 
regarding reimbursement for travel expenses incurred on behalf of the Association. 

The following individuals will be eligible for travel-related reimbursement: Officers, State 
Directors, Chapter Presidents, and other Association representatives traveling on behalf of the 
Association, upon approval of the Executive Committee. 

Individuals will receive reimbursement for travel and travel-related expenses for approved 

events attended on behalf of the Association, based upon the following guidelines, as outlined 

by the event, and pursuant to the additional guidelines listed below: 

 Association President 

The Association President shall receive reimbursement for all travel involving SFA business. 

 NYSSFA Annual Conference 

No travel reimbursements will be provided in connection with the NYSSFA Annual 
Conference. 

Executive Committee Meetings, Special Meetings of the Board, Conference 
Planning Meetings, and Committee Meetings 

Officers will receive travel reimbursement for all expenses associated with travel to and from 
Executive Committee meetings, as well as overnight accommodations as required. SFA staff will 
make hotel reservations.  

State Directors and Chapter Presidents participating in Leadership Weekend and other 
special meetings of the Board called by the Association President will be provided mileage and 
hotel accommodations, as needed. Members should request double occupancy rooms if 
possible. Appropriate meals will be provided. Association staff will make all arrangements. 

Committee members participating in the annual Fall Conference planning meeting will be 
provided mileage and hotel accommodations, as needed. Members should request double 
occupancy rooms if possible. Appropriate meals will be provided. Association staff will make all 
arrangements. 

All members serving on Association committees shall receive travel reimbursement for 
meetings organized by the central office. Members will be provided mileage, and hotel 
accommodations, as needed. Appropriate meals will be provided. Association staff will make all 
arrangements. 

 Lobby Day 

No reimbursements will be provided in connection with the NYSSFA Lobby Day. 
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 Peer Review 

All expenses incurred from the Peer Review program will be reimbursed through the 
school requesting the review process. These expenses will be clearly identified in the individual 
contract with the school district. 

 Meetings of Other NYS Associations 

The Association may choose to send a representative(s) to the meetings of other New York 
state associations (e.g. NJSBGA and NYSASBO).  SFA staff will make hotel reservations. 
Individuals participating in such meetings may request reimbursement for expenses associated 
with travel to and from meetings, meals, as well as overnight lodging as required. Attendees 
requesting reimbursement must obtain prior approval from the President. 

 Additional Guidelines 

Individuals are required to submit all receipts and mileage totals at the conclusion of the trip 
using the Association’s reimbursement form. Automobile mileage will be reimbursed at the IRS 
rate per mile if you are driving your personal vehicle.  If more than one person is in the vehicle, 
only the vehicle owner will be reimbursed. Do not seek reimbursement if you are driving a 
school vehicle unless you are obligated to provide the fuel.  If this is the case, you will be 
compensated .10 per mile upon the presentation of a dated gasoline receipt for the trip.  

All individuals traveling on behalf of the Association are urged to seek low-cost overnight 
accommodations, dining services, and transportation, whenever possible. All persons 
attending SFA events where spouses are not included should share rooms. Housing is a huge 
expense. Whenever possible, double occupancy should be encouraged. In the case of 
transportation, the lowest cost travel alternative (i.e. mileage and tolls vs. airfare, rail, or car 
rental) will be paid. 

All requests for reimbursement must be made within three weeks of the expenditure. 
Reimbursement forms will be made available from the Executive Director at the event when 
possible.  

 

Dress Code 

Members of the Board of Directors are required to wear business attire (a jacket and tie for 
men) to the SFA Annual Conference Banquet as well as any public meeting State Directors 
attend on behalf of the State Association.  


