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OPERATIONAL GUIDELINES OF BOARD OF DIRECTORS 
CORNELL COOPERATIVE EXTENSION ASSOCIATION OF  

SULLIVAN COUNTY 
STATE OF NEW YORK 

Effective 1/1/2017 
  
In accordance with Article XII of the Constitution of Cornell Cooperative Extension of Sullivan County, 
the following regulations identify the details of operation of the Board of Directors and Program Advisory 
Committee in furtherance and operational support of the Constitution of Cornell Cooperative Extension 
Sullivan County for the calendar year; these guidelines are to be reviewed by the Board of Directors 
annually and amended as necessary and provided that these Operational Guidelines do not conflict with 
the aforementioned Constitution.  Anything contained herein, any implementation of these Operating 
Guidelines, and any amendment of these Operating Guidelines that may be in conflict with the language 
contained in the Constitution of Cornell Cooperative Extension of Sullivan County shall be construed in 
favor the Constitution of Cornell Cooperative Extension of Sullivan County.  
 
Standing and Special Committees: 
The President shall appoint all Committee members annually and designate an elected board member as 
Chairperson for each. Specific composition and duties of each Committee is detailed below.  The 
President of the Board of Directors is a voting ex-officio member of all committees.  The Executive 
Director of the Extension is a non-voting ex-officio member of all Committees.  A quorum shall consist of 
a majority of the Committee’s total membership, excluding ex-officio members. 
 
All standing and special committee members of the Board of Directors as referenced in Article VII of the 
Constitution and of the Program Advisory Committee as referenced in Article VIII of the Constitution 
must complete and be approved through the Association Volunteer Enrollment Process, adhere to the 
CCE Code of Conduct, and all Association policies and procedures as adopted by the Board.  Committee 
members in violation of Association policies and procedures are subject to disciplinary action up to and 
including termination of service by the Association Board President, in consultation with the Executive 
Committee of the Board and the Association Executive Director. 
 

1. Personnel and Finance: Ensures compliance and develops and proposes personnel and finance 
related policy to the board of directors in its primary responsibility related to personnel policies 
and issues and in its fiduciary responsibility for all Association assets, related policies and 
securing financing.  

a. Composition:  Five (5) Board members including the Treasurer. Executive Committee 
plus one additional elected director appointed by the President. The Treasurer cannot 
serve as chair.  

b. Duties:   
i. Establish policies for financial and personnel management 

ii. Develop Association budget; seek financial support for it from the County 
Legislature and other sources 

iii. Provide for periodic review and audit of Association financial procedures and 
records 

iv. Maintain a classification and salary plan 
 

2. Long Range and Strategic Planning: Serves to advise on broad aspects of program and 
organizational development.  Also serves as the Association’s Affirmative Action Committee.  

a. Composition: Four (4) Board members plus the County Legislative Representative, and a 
Cornell Cooperative Extension Specialist appointed by the State Extension.  

 
3. Fund Development and Marketing:   

a. Establishes fund raising goals 
b. Creates an annual fund raising plan to present to the Board of Directors for approval  

 



-2- 

c. Works with the Board of Directors and other volunteers to market and undertake fund         
raising initiatives   

d. Composition:  Minimum of four (4) Board Members 
 

4. Special Committees:    
a. The President may appoint special committees as needed throughout the year. 

 
5. Program Advisory Committee:   

a. Composition: The Program Advisory Committee for the Association shall consist of five 
(5) Board members plus at least eight (8) additional members recommended by the 
nominating committee and appointed by the board president annually. 

i. A person is not eligible to serve on the Program Advisory Committee if the 
following relationships exist with any other member of the committee: mother, 
father, son, daughter, brother, sister, husband, wife, person residing in the same 
household, or any board member, or any staff member. 

ii. A quorum of the Program Advisory Committee shall consist of a majority of the 
Committee’s total membership. 

b. Conflict of Interest: Members of the Program Advisory Committee shall abstain from 
voting on any issue in which such action could be construed as a conflict of interest. 

c. Meetings: The Program Advisory Committee will meet at least five (5) times per year. 
d. Duties:  The Program Advisory Committee shall: 

i. Adhere to policies and procedures of the Association and the Director of 
Extension as set forth in the Constitution, Memoranda of Agreement, Code of 
Conduct, and the Board of Director’s action. 

ii. Develop and propose program area related recommendations consistent with 
those established for the Association based on county needs and university 
resources to Board of Directors. 

iii. Establish and disband ad hoc program subcommittees as needed. 
iv. Determine and report program impact and recommend future actions related to 

program direction based on county needs and university resources.  
v. Build effective working relationships and communications between Association 

staff, community members, and potential program supporters. 
vi. Consider program staff and financial needs and present recommendations to the 

Board of Directors. 
i. Support the Board of Directors in obtaining funds to support programs. 

e. Term of office: The regular term of office for Program Advisory Committee members is 
three years or until a successor is named.   

i. Any person serving two consecutive terms as a Program Advisory Committee 
member may, after a lapse of three (3) years, be eligible for re-appointment to 
the Program Advisory Committee. 

ii. The term of office for the chairperson shall be for one calendar year or until their 
successor is appointed by the Board President.  The Chairperson may serve no 
more than three (3) consecutive years. 

iii. The Chairperson of the Program Advisory Committee shall perform such duties 
as usually pertain to the office. In the absence of the Chairperson, the senior 
level Extension staff person present may conduct meeting business. The staff 
person may not participate in Committee voting. 

iv. The Chairperson may call meetings of any of the subcommittees thereof.  
f. Vacancies: A position on the Program Advisory Committee may be declared vacant by 

the President of the Board of Directors when a member has resigned, is in violation of 
Association Code of Conduct and/or Volunteer Involvement Policies and Procedures, or 
has an unexcused absence at three (3) consecutive regular meetings. 

g. Filling Vacancies: Vacancies occurring in the Program Advisory Committee shall be 
filled by appointment by the President of the Board of Directors after consultation with 
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the Program Advisory Committee Chairperson and Executive Director.  Such appointees 
serve only until persons are appointed at the next annual meeting.  

 
6. 4-H Strategy Subcommittee:  Cornell Cooperative Extension strives to provide a 4-H Youth 

Development program that is responsive to the needs of the Sullivan County youth, and aligned 
with the vision and mission mandates of the New York State 4-H Office.  The 4-H Strategy 
Subcommittee will advise staff in the development of an effective and progressive 4-H Youth 
Development Program in Sullivan County. 

a. Composition:  Minimum of five (5) and a maximum of seven (7) members who have 
completed the CCE Volunteer enrollment process and have been appointed by the 
Program Advisory Committee chairperson. Members of this Subcommittee shall be 
considered “Ambassadors for the 4-H Youth Development program in Sullivan County.” 

b. Duties and Meetings:  This Subcommittee shall at least three (3) times per year in an 
advisory capacity for 4-H staff to ensure a high quality, accessible, inclusive 4-H Youth 
Development Program for Sullivan County youth. The Subcommittee shall recommend 
4-H program related actions and policy to the Cornell Cooperative Extension Program 
Advisory Committee for consideration of proposal to the full Board of Directors.   
i. Issues to be addressed include, but are not limited to: 

• Growth and Inclusiveness of 4-H Youth Development Programs 
• Fundraising - Club and County level  

ii. In consultation with CCE staff, the Subcommittee chair may call additional ad hoc 
committees to address emerging opportunities and issues.  

c. Membership Qualifications:   Individuals must have a commitment to positive youth 
development for all Sullivan County youth.  The members shall be drawn from the 
community and shall include 4-H leaders, parents, teens and other Sullivan County 
community members not currently engaged in traditional 4-H programs. 

i. While anyone may apply to be a subcommittee member, a maximum of two (2) 
individuals from the same household my serve at the same time, and only one (1) 
member of the same household may participate in voting activities.  

ii. The subcommittee chairperson may appoint up to two youth representatives, aged 
13 and up, with at least two (2) years 4-H project experience. 

b. Term of Office:  Two year terms with a maximum of two (2) consecutive terms served. 
c. Quorum:  A quorum of the 4-H Strategy Subcommittee shall consist of a majority of the 

4-H Strategy Subcommittee’s total membership. 
i. In the absence of the Chairperson, the senior level Extension staff person may 

conduct meeting business. Staff person may not participate in voting. 
ii. Extension Educators have the responsibility to ensure healthy youth and program 

development consistent with county, state and national 4-H policies and shall be 
responsible for facilitating productive and positive 4-H Strategy Subcommittee 
meetings in partnership with the Chairperson. 

 

 


