Association for Surgical Education 

Coordinators in Surgical Education Committee 

Succession Plan 
This document was written in an effort to define roles, offer an outline of responsibilities and provide a succession plan.  It is not meant to be all inclusive, but to provide some continuity for the ASE Coordinators who volunteer to serve as our Committee Chair, Vice Chair and Secretary. 
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The Coordinators Committee Chair, Vice Chair and Secretary positions may be filled by any ASE member (Coordinator) in good standing.  Each position serves a two year term.  After completing the two year term, the Chair steps down, the Vice Chair assumes the Chair position and the Secretary assumes the Vice Chair position.  

If the Chair is unable to fulfill the entire term, the Vice Chair will assume the Chair position and the Secretary will assume the Vice Chair position.  If the Vice Chair is unable to fulfill the term, the Secretary will assume the Vice Chair position.  
Every attempt will be made to fill the position(s) left open by the progression of officers.  The Chair, Vice Chair and Secretary will engage the Coordinators Committee in this discussion approximately six months prior to the end of the Secretary’s term.   

The Coordinators Committee will entertain nominations for open positions at the Annual ASE Coordinators meeting (self nomination is encouraged).  Once nominations have been closed, ASE Coordinator Committee members will vote.  The majority vote will decide the outcome, which will be reflected in the meeting minutes.  
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Committee Chair:
The Committee Chair is responsible for the overall leadership of the Committee.  The Chair sets goals with input from the Committee, and assures they align with the ASE Mission Statement. The Chair monitors progress toward reaching these goals and keeps the Committee focused.  
Some specific duties of the Chair are as follows:

· Develop goals 

The Chair may have specific ideas in mind and/or may solicit ideas from the Committee.  Goals can be as simple as enhancing communication and sharing ideas or as complex as developing and implementing new initiatives.  
· Plan for, develop and conduct the Annual ASE Coordinators Committee Meeting and Career Development Program
The Chair is responsible for leading the program committee in developing the annual meeting agenda and working with Susan Kepner to secure meeting space and AV equipment as needed.  (See attachment 1).  

· The Chair provides a brief update of committee activities at the ASE Business Luncheon (listed in the ASE program).

· Attend ASE Annual Board Meeting

Represent the Coordinators Committee through attendance at ASE Board meetings.  The Board typically meets three times per year: twice at the annual ASE meeting and once in the fall in conjunction with the American College of Surgeons Clinical Congress.  The Chair should make every attempt to attend her/his first meeting the year she/he becomes Chair, the second at the ACS Annual Meeting (as allowed by their institution), and the third the following year at the ASE Annual Meeting.  
· Represent Coordinators Committee at American College of Surgeons (ACS) meetings as able
Attend the ACS meeting and represent the Coordinators Committee as allowed by home institution.  If unable to attend, review the meeting minutes.  
· Schedule and conduct monthly conference calls

The Chair communicates with the Coordinators to determine dates and times of conference calls.  The Chair creates the agenda with input from the Coordinators, distributes the agenda prior to the call and facilitates the discussion.  
· Respond to inquiries and request from ASE 

On occasion Susan Kepner or the Board of Directors may request information from Committee Chairs.  The Chair is responsible for representing the Coordinators Committee and responding to requests in a timely manner.  
· Support and mentor the Vice Chair

The Chair works closely with the Vice Chair to assure a smooth transition at the end of the term.  It should be noted that once the Chair steps down, she/he should work closely with the new Chair to assure a smooth transition.  
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Committee Vice Chair:

The key responsibilities of the Vice Chair are to support and assist the Chair.  

Some specific duties of the Vice Chair are as follows: 

· Assist in planning and conducting the annual ASE Coordinators Committee Meeting and Career Development (Program Committee)
This includes development of the agenda and conducting the program.  The Vice Chair is responsible for taking the official minutes of the meeting however based on need the Vice Chair may request the Secretary to take the minutes. 
· Assist with developing committee goals

The Vice Chair works closely with the Chair to develop attainable goals and communicate ideas with the Committee.  

· Assist with conducting monthly conference calls

The Vice Chair assists as needed and may be asked to conduct conference calls in the absence of the Chair.  

[image: image4.png]



Committee Secretary:

The Secretary is responsible for updating and maintaining the records of the Committee.  The Secretary also provides support to the Chair and Vice Chair as needed.  

Some specific duties of the Secretary are as follows: 

· Assist in planning and conducting the annual ASE Coordinators Committee Meeting and Career Development (Program Committee)

This includes development of the agenda and conducting the program.  

· Maintain Coordinators membership list 

Keep accurate records of current Coordinators and their contact information.  Provide Coordinators with quarterly update.  

· Compare Coordinators list on ASE web site with actual membership list.  Contact ASE (Susan Kepner skepner@siumed.edu) with updates.

· Maintain records

The Secretary assures annual meeting minutes, coordinators handbook and succession plan are updated and provided to the ASE (Susan Kepner) for the web site.  
· Take minutes during monthly conference calls.  Send draft minutes to Coordinators for review.  Finalize and resend if changes were made.  

· Assist the Chair and Vice Chair as needed
The Secretary assists the Chair and the Vice Chair with all aspects of committee work as needed.  
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ASE Coordinators in Surgical Education Committee 

Succession Plan 
Attachment 1 – ASE Annual Meeting

The Coordinators Program Committee is responsible for planning and conducting the annual Coordinators Meeting and Career Development Program.  The committee consists of the current Chair, Vice Chair, Secretary and the previous Chair.  Other Coordinators are welcome and encouraged to participate.  

Estimated Timeline 

April/May
Review participant evaluations from previous year.  Begin planning agenda for next year.  Arrange to bring laptop (ASE provides projector but not computer).
July/Aug/Sept.

Continue planning career development program.

October 

Send request for presenters (C2C or other).  
November

Review submitted requests.  Notify presenters who have been selected to present.  Notify those who were not selected (offer constructive feedback to assist in strengthening the proposal – possibly present the following year).  

December

Review hotel and other web sites to select locations for meet and greet, annual dinner with optional gift exchange and breakfast.

January 
Respond to email from Susan Kepner requesting preference for Coordinators Committee meeting date and time.  Respond to email from Susan Kepner requesting AV equipment needs and room set up preference.  
February

Finalize meeting and career development agenda.  Finalize locations of social activities, make reservations as needed.  Send agenda to Coordinators listserve.  Ask for RSVP (certificates).  Request presenter slides for handouts.  Organize presentations on flash drive and/or laptop.
March/April

Prepare meeting handouts (agenda, PPT handouts, evaluation, other).  Prepare certificates of attendance.  Prepare flyer for conference registration area.  Ship handouts to hotel (1-2 weeks in advance).  [image: image5.png]
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