FEDERAL EXECUTIVE BOARD 

HAWAII-PACIFIC DIVERSITY COUNCIL

BY-LAWS

	Mission Statement

“To enhance and promote a diverse Federal work environment that encourages and supports programs and policies designed to further dignity, trust, and respect among all persons by recognizing diverse beliefs, values and differences.”




1. NAME:  Federal Executive Board Hawaii-Pacific Diversity Council.
2. AUTHORITY:  By direction of the Federal Executive Board (FEB) of Hawaii the Diversity Council is established as a forum to promote diversity, representing all Federal employees in Hawaii and the Pacific Region.

3. PURPOSE: The Diversity Council will coordinate programs and activities that promote a diverse workforce within the Federal Government and will incorporate and expand the tenets and principles of Special Emphasis Councils such as the Equal Employment Opportunity Council, Hispanic Employment Committee, Individuals with Disabilities Committee, and the Federal Women’s Council. In addition, the Diversity Council will serve as a role model and liaison between the Federal and State communities of Hawaii regarding Special Emphasis Programs including, but not limited to:  minorities, women, veterans, disabled, and aged.

4. OBJECTIVES: The objectives of the Diversity Council shall be to:

A. Coordinate programs and activities that enhance employment of personnel in Special Emphasis Programs within the Federal workplace.

B. Improve and promote training of Special Emphasis Program managers to ensure that incumbents will be effective when working with management and the workforce within their respective Federal agencies.

C. Serve as an informal liaison and provide training that enhances cultural awareness and provides career development opportunities for Federal employees.

D. Sponsor, support, and assist Federal employees with programs pertaining to employment, advancement, and education of a diversified workforce and enhance workforce productivity in keeping with the missions of the various agencies.

E. Serve as the Federal agency’s liaison to Hawaii communities for furthering equal employment opportunities.

F. Provide to the FEB Policy Committee, program goals, objectives, and annually provide a summary of the Council’s achievements for review.

G. Serve as a networking and sharing resource to communicate and exchange information about programs and activities that enhance opportunities for all employees on Special Emphasis Programs within agencies.   

5.  STRUCTURE AND GOVERNANCE:  The Diversity Council shall conduct regular general meetings in accordance with accepted business meeting guidelines such as Robert’s Rules of Order and shall consist of designated representatives from Federal agencies.  Individuals may include Special Emphasis Program Managers, Equal Employment Advisory Council members, Diversity Consultants, EEO professionals, Federal Women’s Council or other interested employees.

A. The Diversity Council Officers will consist of the Chair, Vice Chair, Recorder and Budget Manager. The Executive Director of the Federal Executive Board will serve as a permanent advisory member.  

B. Upon inception of the Diversity Council, officers and requisite committee     members will be appointed initially by the FEB Policy Committee to serve as needed throughout the initial fiscal year.  Subsequent Diversity Council officer positions shall be filled by majority election or, in the absence of volunteers, selected by the FEB Policy Committee.

C. A standing nominating committee shall be appointed by the Chair to compile a list of names of eligible members for election to the offices designated.  The Team Leader of the nominating committee shall be responsible to ensure accuracy of the listing and timeliness of its dissemination to the general membership for voting.  
D. The Council may form standing sub-committees or teams to accomplish special projects and/or functions that further the goals and objectives of the Hawaii Diversity Council.  The Council Chair shall appoint Team Leaders and solicit members when the sub-committee is formed, and the sub-committee shall be abolished when its purpose is served. Standing Committees such as the Nominating Committee may serve indefinitely.  Team Leaders may solicit members or they may be appointed by the Chair to assist in accomplishing projects.

6.    MEMBERSHIP:  Representatives must be designated by their respective Federal agency heads to serve on the Council. Officers of the Hawaii Diversity Council will serve for a period of one year.  Officers are elected annually by all active members of the Hawaii Diversity Council.  Membership solicitation occurs as necessary.

7.   MEMBER RESPONSIBILITIES:  Active members are considered those who have        regularly supported or participated in functions of the Diversity Council, and these 

members retain all rights and voting privileges as well as quorum counts.         Members may be considered to be inactive if they fail to attend four or more consecutive monthly meetings and will be ineligible to vote.  Members who are unable to regularly attend meetings may request to be designated as an “associate member” whose participation is passive and is a non-voting member.  Active members are expected to:

A. Regularly attend Diversity Council meetings (including sub-committee meetings as assigned) and Council sponsored events.  If unable to attend, members are responsible for obtaining representation from within their organization and remaining current on all events.  

B. Inform respective agency heads and agency employees of all Diversity Council activities and encourage fresh ideas and recommendations.

C. Serve as advocates for Federal employees within the agency they represent and provide feedback about employee concerns to the Diversity Council.

D. Serve on subcommittees as members or as Team Leaders, as appropriate.  

8.     MEETINGS:
A. Meetings of the full Diversity Council will be held on the third Thursday of every month.  The Recorder is responsible for disseminating meeting reminders and locations.

B. Sub-committees will meet as necessary.

9.     ROLES OF THE OFFICERS:
A. The Hawaii Diversity Council shall be governed by elected officers or, when necessary, officers appointed by the FEB Policy Committee.  Officer positional responsibilities may be combined when deemed necessary or appropriate, and are as follows:

(1)  CHAIR.  Elected by a majority of Diversity Council active members. The Chair or designee shall preside at all meetings of the Council; call special meetings as may be necessary; serve as a liaison with the FEB; act as spokesperson for the Council on all occasions; be responsible for the preparation and timely submission of reports; and appoint sub-committee chairs.

(2)  VICE CHAIR.  Elected by a majority of Council active members and carry out the duties of the Chair when the Chair is absent or incapacitated. In the event that the Chair position becomes vacant, the Vice Chair shall assume the role of the chair until such time as a new Chair is appointed and takes office.  Is an ex-officio member of all subcommittees in an advisory capacity.

(3)  RECORDER.  Elected by a majority of Council active members.  Shall record accurate minutes of the meetings; preserve them as history in a minutes book to be handed to the Recorder’s successor; submit a copy of the approved minutes to the Council members and the FEB Policy Committee; and ensure the posting of minutes on appropriate web sites.  Ensure all active members of the Council receive copies of meeting minutes and correspondence relating to the Council’s activities.  Maintain an accurate and current listing of active members of the Council together with agency appointment letters, updating contact information as necessary.  Ensure effective communications and disseminate notices of events as appropriate.  Draft correspondence for the Council and maintain record copies of all official correspondence.

(4)  BUDGET MANAGER.  Elected by a majority of Council active members.  Draft and maintain an accurate accounting for the finances of the Council.  Serve as budget and liaison with the FEB, and provide proposals and reports on behalf of the Diversity Council to the FEB as required.  Maintain funding requests and proposals for events.  Keep a ledger of executed financial transactions provided to the FEB.   


(a) The Budget Manager will maintain accurate accountability for a petty cash fund in the initial amount of $300.  Obligations for expenditures in excess of $300 require the written request to and concurrence from the FEB Policy Committee.  Obligations that exceed $1000 require the additional concurrence of the Program Chair. 


(b)  All payments for services shall be paid from the FEB treasury after presentation of a signed invoice. All cash transactions must be receipted. Honoraria may be paid without invoice, upon presentation of a written request from the Chair.

(c) Proceeds from Diversity Council events will be deposited to and retained in the FEB general account.  The funds are considered part of the FEB General Treasury and subject to FEB Policy Committee directives.


(5)  COMMUNICATIONS DIRECTOR:  Elected by a majority of Hawaii Diversity Council active members.  Shall promulgate notice of meetings and events pertaining to the activities of the Council.  Retain oversight for public relations processes of activities and events held by the Council.  Ensure accuracy of web site content relating to the Hawaii Diversity Council.  In the absence of a volunteer for this position, it may be combined with the Vice Chair responsibilities.

(6)  TEAM LEADERS:  Appointed as appropriate by the Hawaii Diversity Council Chair.  The lead or point of contact for sub-committees shall be termed “Team Leaders” and shall be responsible for directing the activities of their subcommittee in accordance with the decisions of the Hawaii Diversity Council.  Shall guide the activities of respective sub-committees and report all activities to the Committee-of-the-Whole.  
10.
At the September meeting of the Diversity Council the Chair will be responsible for ensuring that goals and objectives are developed, a work plan is drafted, and a budget formulated and submitted to the Executive Director of the Federal Executive Board for review by the FEB Policy Committee.

11.  
The by-laws are subject to annual review by the membership at the October meeting, and proposed revisions will be put to a membership vote.  Revisions may be made as necessary to conduct business for the upcoming fiscal year.  Draft proposals shall be submitted to the Chair not less than 30 days preceding the October meeting.  Draft proposals will be provided to the FEB Policy Committee for discussion and have no effect until their approval.  

12.  
Each member of the Federal Executive Board Hawaii Diversity Council will receive a copy of the by-laws.  
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Signed ______________________________  Date:                    ______________  

 
 Chair, Federal Executive Board

Signed _                                              ___  Date:                       ____________


 Chair, Hawaii Diversity Council     
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March 18, 2004
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