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INTRODUCTION 

Congratulations and thank you! You are a CASP affiliate leader! With leadership comes 

responsibility. The CASP Affiliate Leadership Manual is a resource that will help you 

throughout your term of leadership. This is your information base.  

This manual is organized to help you get started, understand meetings and ceremonies, as 

well as workshop development and public relations. The manual will explain the structure 

and duties of the affiliate and provide you steps in setting up as an “unincorporated 

association” for the affiliate to handle money. Last, the manual contains information about 

the nature and responsibilities of the CASP elected leadership and staff. These individuals 

will be valuable contacts for you as you fulfill your local leadership responsibilities. 

This manual can also be used to create new affiliates. CASP’s goal is to establish new 

affiliates throughout the state, making it possible for every school psychologist in California 

to have the opportunity to join a local affiliate. The CASP board sees the importance of local 

affiliates – for locally based continuing education, networking, and as building blocks for 

future CASP leaders.  

Congratulations from the CASP Board of Directors and staff on your new position. Make the 

most of your time in office. Act Now! 
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THE AFFILIATES 

In order to further the purposes of the Association as stated in the Bylaws, CASP encourages 

its members to form local associations throughout the state. When these local associations 

adopt purposes that are in concert with those of CASP and meet the criteria established in 

CASP’S Policy Manual, they may be granted charters as affiliates of CASP.  For CASP Bylaws 

regarding Affiliates see Appendix A. CASP encourages its members to join the CASP Affiliate 

whose boundaries include the location of a member’s place of employment, as shown below. 

According to the CASP 

Bylaws: An “Affiliate” is an 

organized association of 

members of the Association 

who hold a valid and 

unrevoked charter from this 

Association. A charter, for 

purposes of this section, is 

an instrument issued by 

authority of the Board, under 

seal, signed by the President 

and Secretary-Treasurer, 

authorizing the existence of 

an Affiliate and specifying its 

rights, privileges, and duties.  

The purposes of an Affiliate 

shall be to promote 

cooperation among the 

members, to provide a forum 

for meetings of members 

and participation in the 

affairs of the Association, to 

recruit and organize 

members, and to carry out 

the purposes of the Association at a local level. 
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CREATING AN AFFILIATE 

GETTING STARTED 

Procedures for Applying for Affiliate Charters are found in the Affiliate Associations section of 

the CASP Policy Manual. Those procedures are summarized below: 

● The authority for granting Affiliate Association Charters rests with the CASP Board. 

The responsibility for assisting prospective Affiliates to organize and meet the criteria 

establishing an Affiliate, and for presenting requests for Affiliate charters to the 

Board rests with the appropriate Region Representative. 

● The President of a prospective Affiliate presents a written request for an Affiliate 

charter to the appropriate Region Representative. This request shall be accompanied 

by the following documentation: adopted Constitution and/or bylaws, the school 

districts and/or county office of education that will serve as the geographic 

boundaries of the Affiliate, the names of all officers, and a current membership list 

(including at least 20 prospective members), including address, phone number, place 

of employment, and CASP membership status for all members. 

● Within one month of the receipt of the request and complete documentation listed 

above, the Affiliate Representative, in consultation with the CASP President, Region 

Representative for the prospective Affiliate, and Executive Director, shall determine if 

the prospective Affiliate meets all the criteria. If the prospective Affiliate meets all the 

criteria, the Region Representative informs the Affiliate’s President, in writing, and 

presents the request for Affiliate charter to the CASP Board at its next regularly 

scheduled meeting. If the prospective Affiliate does not meet one or more of the 

criteria, the Region Representative shall inform its President, in writing, of which 

criteria are not met. The Region Representative shall report the status of the 

prospective Affiliate to the CASP Board at its next regularly scheduled meeting. 

● The Region Representative shall continue to assist the prospective Affiliate in 

meeting all the criteria. Other CASP officers, committee chairs, and staff may also be 

called on to support the Region Representative in this task. The Region 

Representative shall report the progress of the prospective Affiliate at every 

subsequent CASP Board meeting until a charter is granted or the request withdrawn, 

in writing, by the President of the group. 

CRITERIA FOR GRANTING AFFILIATE CHARTERS 

● The goals and/or purposes of the Affiliate, as stated in its Constitution and/or Bylaws 

shall be consistent with those of CASP (sample constitution/bylaws are included in 

this manual). 

● The Constitution and/or Bylaws of the Affiliate shall require that the President and 

President-Elect of the Affiliate be current members of CASP. 

● The Constitution and/or Bylaws of the Affiliate shall endorse the CASP Code of Ethics 

and Professional Standards Manual. 
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● The Constitution and/or Bylaws of the Affiliate shall state that the Affiliate agrees not 

to claim the endorsement of CASP for any communication, action, or activity without 

the prior approval from CASP. 

● The Affiliate must evidence a willingness to participate in the regularly scheduled 

activities of CASP which are held for Affiliates, their officers and members. 

● The Affiliate shall in no way restrict its potential members from joining other CASP 

Affiliates or any other professional organizations. 

● The geographic location (school districts) of the Affiliate shall not conflict, nor overlap 

with existing Affiliates without the expressed consent of the members of the existing 

Affiliates and the CASP Board. Geographic boundaries are determined by school 

district and/or county boundary lines and may include more than one district or 

county. 

● At least fifty-one percent (51%) of the Affiliate's regular members shall be members 

of CASP and the Affiliate is required to maintain at least that percentage. 

● All proposed affiliate board members must be CASP members.  

All chartered Affiliates shall have their compliance with these criteria reviewed at least every 

three years by the appropriate Region Representative, assisted by the CASP staff, with a 

subsequent report to the Board.  Review will include an update of any amended bylaws, 

membership compliant with 51% CASP membership requirement (checked against CASP 

membership database), and board compliant with 100% CASP membership requirement.  At 

the beginning of each year, each affiliate should send its member list and board list to CASP.   

A sample charter and form to apply for Affiliate status are found in Appendices B and C.  

Once your charter is approved, you will need to take the following further steps to formally 

create your Affiliate.  

Sample forms for the following described filings are all found in the Appendices.  The fillable 

.pdf files can be requested from the CASP office.  The samples in the Appendices are partially 

completed, with areas highlighted to be completed with information unique to your Affiliate. 

FILING WITH THE STATE OF CALIFORNIA  

Once your charter has been accepted by CASP, you will first need to create an entity (think of 

this as having a baby - an entity, separate from yourself must be forced into existence).  

There are many types of entities - for our purposes, you will want to create an 

“Unincorporated Association” by filing with the State of California.  After acceptance of your 

charter by CASP, your affiliate will need to file two forms with the Secretary of State to create 

an unincorporated association. CASP staff is available to assist with these forms if needed. 

1. Registration of Unincorporated Nonprofit Association form, attached as Appendix D. 

2. Statement by Unincorporated Association, attached as Appendix E.   

When your officers change, or every five years (whichever is sooner) your Affiliate will need to 

re-file the Statement by Unincorporated Association with the Secretary of State.  Failure to 

https://bpd.cdn.sos.ca.gov/other/forms/una-128.pdf
https://bpd.cdn.sos.ca.gov/other/forms/ua-100.pdf
https://bpd.cdn.sos.ca.gov/other/forms/ua-100.pdf
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file with the Secretary of State at least every five years will lead to the dissolution of your 

Association, it is therefore imperative that you have a system in place to ensure the filing is 

properly and timely completed. 

OBTAINING AN EMPLOYER IDENTIFICATION NUMBER  

Now that your entity exists, you will need to obtain an Employer Identification Number (think 

of this like getting a social security number for your new baby).  The EIN will be required in 

order for your affiliate to open a bank account.  Just as children cannot use their parents’ 

social security numbers, affiliates are not able to use CASP’s EIN - they must have their own.  

You must file your Association Registration and Statement (described above) with the 

Secretary of State before you seek an EIN.  The EIN is obtained through the IRS; be cautious, 

there are many online services that will charge you for obtaining an EIN - these services are 

not legitimate.  An EIN can be obtained directly from the IRS for no fee.  Visit the IRS website 

to apply for your EIN online.  A sample completed EIN application can be found in Appendix F.   

OPENING A BANK ACCOUNT  

Your Affiliate should have a bank account in the Affiliate’s name, with at least two officer’s 

names on the account.  Affiliate funds should not be managed through personal bank 

accounts; this practice is risky not only for the affiliate (which could lose funds to 

unscrupulous or deceased individuals) but also to the individual receiving the funds (who 

could be liable for taxes on the funds).  You must create your unincorporated association and 

secure an EIN before attempting to open a bank account.   

Many banks offer free accounts to nonprofit organizations, including US Bank and F&M 

Bank.  As a caution, some banks have provisions where the account will freeze if they do not 

have direct transactions (not counting recurring direct withdrawals) within a 12 month period  

When you go to open your account, you will need your EIN, filed Registration of 

Unincorporated Nonprofit Association, filed Statement by Unincorporated Association, a copy 

of your Bylaws, and any other documentation the bank requests.  Often, the bank will request 

a resolution or letter from the Affiliate’s Board of Directors that authorizes designated 

individuals to open a bank account in the Association’s name; it is a good idea to adopt such 

documents at a Board meeting before attempting to open a bank account. CASP staff is 

available to assist with this process if needed. 

SECURING TAX EXEMPTION  

Now that you have created your association (had a baby), obtained an EIN (got a social 

security number), and opened a bank account, you will also need to think about income 

taxes.  Although your Affiliate is a nonprofit, unless you take the steps below, it will still be 

required to pay taxes.  In other words, your affiliate is not automatically exempt from taxes, 

you must ask the IRS and FTB to exempt it.  Your affiliate may be subject to state and federal 

taxes and penalties if this process is not followed.   

https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
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THE IRS  

First, you will want to apply for tax-exempt status with the IRS as a 501(c)(6) organization.  

This process will exempt your Affiliate from paying federal income taxes.  This is 

accomplished by filing IRS Form 1024.  A sample is found in Appendix G.  Form 1024 must 

be accompanied by Form 8718, also shown in Appendix G. There is a $600 filing fee. The IRS 

typically takes 4-6 months to process these applications, but you can operate your affiliate 

while the IRS is processing. Your affiliate will not be considered a nonprofit until after the IRS 

has processed your application, this may cause delays in setting up various accounts. Once 

your application has been reviewed, you will receive a letter from the IRS. Some 

correspondence will require a response within a designated time period; be careful to 

regularly check mail at the address you give the IRS. CASP staff is available to help with this 

process if needed.  

THE FTB  

After the IRS grants your exempt status, you will need to file FTB Form 3500A.  A sample is 

found in Appendix H.  This process will exempt your organization from paying state income 

taxes. 

ANNUAL TAX FILINGS  

Once you have completed the process above, your Affiliate will be exempt from paying 

Federal and State income taxes; however, it must still file an annual tax return.  The form to 

use varies depending on your Affiliate’s income each year.  If your Affiliate has under 

$50,000 in income each year, it is eligible to file short, simple forms with both the IRS and 

FTB.  If your Affiliate has more than $50,000 income in any given year, contact the CASP 

office for additional guidance.  To file these forms, you will need to know your annual revenue 

for the prior year.   

The IRS Form 990-N must be filed annually online at the IRS website.   

The FTB Form 199N must be filed annually online at the FTB website.   

INSURANCE 

The final step in forming your Affiliate is to consider obtaining insurance.  Although it is not 

required, it is a good practice to consider obtaining Director’s & Officers insurance.   

When holding events, you will sometimes be required to provide proof of liability insurance in 

order to secure a meeting location.  CASP is usually able to provide liability insurance for your 

events; contact our office for more information.   

  

https://www.irs.gov/pub/irs-pdf/f1024.pdf
https://www.irs.gov/pub/irs-pdf/f8718.pdf
https://www.ftb.ca.gov/forms/misc/3500a.pdf
https://www.irs.gov/charities-non-profits/annual-electronic-filing-requirement-for-small-exempt-organizations-form-990-n-e-postcard
https://www.ftb.ca.gov/file/business/types/charities-nonprofits/199N.asp
https://insurancefornonprofits.org/coverages/nonprofits-own/directors-officers/
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OPERATING YOUR AFFILIATE   

FINANCIAL MANAGEMENT 

At least two of your Affiliate’s current Board members, ideally the President and Treasurer, 

should be listed as signers on the bank account at all times.  

The Treasurer should prepare, and present to the Board for review and formal approval, 

regular financial reports.  This practice protects both the Affiliate and the signers on the bank 

account.  A sample Treasurer’s Report can be found in Appendix I.  

Your affiliate should have an annual budget, which will help your board make sound 

decisions and guide activities.  The budget should be drafted by the Treasurer, then 

presented to and approved by the board.  A sample budget can be found in Appendix J. 

MEMBERSHIP MANAGEMENT  

The information in this section targets effective ways to manage members, both active and 

inactive. Before getting started, you will need a mailing address (one dedicated for the 

Affiliate is preferred) and a business bank account. Some affiliates opt to open a P.O. Box at 

a location that is in a central location to board members. Having these things set up allows 

for the membership dues to be sent to a physical location or deposited into an account.  

TYPES OF MEMBERSHIP 

There are four types of membership for most affiliates: Student, Associate, Regular, and 

Retiree.  Some affiliates also have a First Year School Psychologist membership that has the 

same membership due as the student membership. 

• Student membership is for students that are those that are enrolled in a college or 

university.  

• Associate membership is for those that are not school psychologists, but are in an 

allied field (e.g., LEP, MFT, LCSW). 

• Regular membership is for active school psychologists practicing within the field. 

• Retiree membership is for those that practiced within the field or in an allied 

profession and are now retired.  

FREE MEMBERSHIP MANAGEMENT OPTIONS 

One way to get started with member registration and payments is using Google Forms and 

Sheets and an Online Payment Platform for dues payment in addition to check or PO 

payments coming by mail. 

• Create a Google Form for Membership Registration: see Appendix K for a sample.  



Affiliate Leadership Manual 8 

o A Membership List (a Google Sheet) will be generated from the Google Form 

responses 

o You will have to cross-check payments to make sure everyone has paid dues 

• Allow members to pay dues via online payment platform, cash/check, or PO 

o Document payments on Membership List spreadsheet 

o Make sure someone is checking the mail regularly 

There are a variety of online payment platforms that your Affiliate can use to accept online 

payments. Two common ones are PayPal and Square. Like the bank account, payment 

accounts need to be set up in the Affiliate’s name and using the Affiliate’s EIN; personal 

names and social security numbers should not be used. As with the bank account, if 

personal information is used the affiliate risks losing the funds and the individual risks being 

liable for income taxes on the funds. For these reasons, peer-to-peer payment systems like 

Zelle and Venmo should not be used (these services only allow sending of money between 

people, not between people and organizations).  

You will need to connect your digital payment platform to your Affiliate bank account. PayPal 

is probably the most common online payment platform and can be integrated into a Google 

Site. 

PAID MEMBERSHIP MANAGEMENT OPTIONS 

 

WILD APRICOT (BEST CHOICE!) 

This is a paid, inclusive, web-based membership management program for associations. It 

mostly is a “set it and forget it” type of system. This is a great option for Affiliates who are 

growing and have steady income (or are new and want to try it out). In addition to managing 

your members, Wild Apricot also provides a website (see website section for more 

information).  

The fees for this option are based on how many contacts you have. You can pay per month or 

annually with a discount. If your affiliate has 50 or fewer contacts, the service is FREE but 

does not provide all features like online payments and has limited storage. Otherwise, the 

fee is $40/month or $432/year for 100 contacts (this is the better option starting out if your 

Affiliate can afford it). 

All features mentioned below are set up “behind the scenes” in the administration panel and 

integrate into the built-in website that you can design and tweak to your liking. All 

screenshots are of the membership management section of the administration panel. There 

are multiple levels of administration access that can be granted (i.e. membership chair only 

given access to the membership section and cannot edit the webpage design or create/edit 

events).  

In terms of membership management: 

https://www.paypal.com/us/webapps/mpp/sem/account-selection-signup?kid=p51348483812&gclid=CjwKCAjwjuqDBhAGEiwAdX2cj_XMJ52_JMvVoTCY8xhAFEg_mY3A8b3H5nmBda2tsBpIVSXUj4ggrxoC-rwQAvD_BwE&gclsrc=aw.ds
https://squareup.com/us/en
https://www.wildapricot.com/
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• You will set up the membership levels and dues for each, when membership renews, 

options for partial year dues, etc. 

• There are lots of options and settings to go through, but, once it’s set, it’s done 

forever until you want to change! 

 

 

 

Payment can be through Wild Apricot’s native platform OR with 3rd party apps like PayPal 

(some docs have to be submitted for the Wild Apricot payment platform and fees differ when 

using a 3rd party app). 

Invoices for membership are generated automatically 
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• All transactions/finances are tracked automatically overall and there is record of a 

member’s payment history 

• Membership lists are created automatically, are easily searchable, and an “at a 

glance” view is provided (e.g. membership numbers broken down by membership 

category and active/inactive status) 

 

You can easily email members through Wild Apricot. 

• Communication can be easily targeted to particular groups, member type, or other 

group (e.g. board members, student members, etc.) that you create. 

Transitioning to or starting with Wild Apricot does require some additional learning and time 

to set up. The self-serve help guide and live support are really good and easy to use. 

 

MASS COMMUNICATIONS 

The information in this section targets organizing and delivering event promotions, reminders 

to renew membership, and informational blasts.  

HOW TO COMMUNICATE WITH MEMBERS 

• Wild Apricot – can be used to create websites, membership sign-ups, send event 

reminders and receipts for trainings, links to CASP 

• WordPress – can be used to create websites, links to CASP 

• Google Forms – can be used to create membership lists, create registrations, 

volunteer interests, feedback, surveys 

• Facebook – can be used to attach membership sign-ups, advertise positions and 

trainings, advertise help needed within the affiliate 
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• Newsletters - some affiliates have newsletter they send to members 

• Create a Social Media and Marketing/Chair position to be in charge of website, swag, 

social media 

CONTACT GLOSSARY 

• Wild Apricot - membership platform that assists with tracking membership and stores 

member information. However, this is a fee-based program if you have more than 50 

members, as described above.  

• Google Sheets – may be used to assist with keeping track of dues paid, keeping track 

of event registrations and fees. 

SYSTEMS FOR MEDIA BLASTS 

Email 

Many affiliates use email as a primary means of information to send blasts.  If you are 

sending emails using this modality, you may want to highlight the names that are tracked 

from a google/excel spread sheet and paste them in the BCC section.  Doing this allows each 

member to receive messages without seeing the other members’ emails and prevents 

unnecessary reply-all chains.  

• If the list is not maintained, then you may receive many bounce-back emails. 

• G-Suite, add tags to emails as they come and go to specific people, e.g., sends a 

message to membership chair. 

Wild Apricot may be used to send and coordinate media blasts.  

Social Media  

• Facebook - Many affiliates create their own affiliate Facebook pages that allow for 

members to communicate with them directly.  This allows members to see event 

posts and communicate with affiliates directly through the messenger application. 

• Instagram – Several affiliates also utilize Instagram to post information regarding 

affiliate events or giveaways.  There are also several affiliates who use IG to post 

inspirational or funny Memes or infographics that align with initiatives being targeted 

by the affiliate.  

• Twitter - Several affiliates have created a Twitter handle and use it facilitate 

conversations or to support broader discussions or activism through hashtags.  

• LinkedIn- LinkedIn may be used a platform to promote events. 

• Be sure to connect with CASP’s social media accounts for information sharing.  

Text/ SMS or Messaging Applications  

• Some affiliates may opt to send messages to affiliate members regarding events or 

membership renewal.   
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• There are messaging applications such as WhatsApp that also allow for this type of 

communication. Be sure members have a way to opt-in and out of text 

communications.  

Utilizing CASP to Assist with Advertising of Events 

If you have an event that you would like to have broadcasted to either those in your region or 

others throughout the state, you may email CASP and they can assist with this process.  This 

may include posting it to the CASP event page or sending out an email blast.   

• Region Rep blasts occur after board meetings or when there is information that 

needs to be communicated to members within your region.  It serves to update 

members of critical CASP information or events. These blasts are “digest” blasts, in 

that they cover a wide range of useful information. CASP does not send out individual 

email blasts for affiliate events.  

• CASP Today Newsletters - CASP Today newsletters have a section that allows for 

upcoming events to be highlighted.  Your event may be promoted in this area.  

• Website – CASP lists affiliate events on the events page of its website. CASP regularly 

posts a link to the events page on its social media channels.  

Swag  

SWAG is merchandise that has the affiliate’s name and/or logo on it. 

• Can be helpful as a communication tool.  When people see the swag, they can 

inquire about their local affiliate and may grow to be more involved. 

• Some affiliates use Cafe Press or Zazzle as their swag vendor. 

PLANNING AND EXECUTING EVENTS  

The information in this section targets tools and information that would be helpful for 

planning and executing events. 

Some affiliates have large events at the beginning of the year to generate funds.  Longevity 

of and strength of board members really helps.  Recruiting board members who have natural 

interests in the areas that they are in charge of is also helpful. 

Click here for a Google Drive folder of event resources. 

EVENTS 

Virtual Events 

With COVID-19 the ability to host and desire to have virtual events expanded.  Many affiliates 

now choose to have virtual events or hybrid events as an option. Conducting a virtual event 

also allows for those who belong to other affiliates to participate.  

https://drive.google.com/drive/folders/1fm7wVhCGA7e8yeuGPWVDX1lomSWoxA9X?usp=sharing
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• WIX - Website builder that allows for the ability to pay for events and for all be 

integrated for events and for memberships (recurring option) for members potentially 

too. All of this is within their website. Linked PayPal and Square account.  

• CASP makes its Zoom account available for affiliate use on a first-come, first-served 

basis. Check your CEU contract with CASP for more details.  

In-Person Events 

Delineate roles to board members at the board meeting before an event.  It is helpful for 

each board member to have an assigned duty during each event. 

When you host an in-person event, there are helpful items that may assist with the event.  

Many affiliates have created a checklist that works for their specific affiliates. You may want 

to consider the options below: 

• Plastic bins - label for easy set up/break-down  

• Swag - sell physical swag affiliate merchandise and push online store  

• Pens - stylus pens are a hit! 

• Printouts of slides 

• Square card reader  

• Coffee  

• Cups 

• Food  

• Restroom Signs 

• Sign-in Sheet 

Pre-plan who will manage specific things the day of (set up, CEUs, swag sales, handouts, 

sign-in, membership recruitment, raffles, break down, etc.).  

Socials 

These are events that are specifically for networking.  They are helpful for collaboration 

within the field and are a great way for incoming school psychologists to have face time with 

practicing school psychologists.  

• Consider holding an affiliate Social immediately following a large training.  This 

assists with allowing members to debrief, share thoughts, and network.  

• Consider raffling off prizes at the social (memberships and swag). 

• Appetizers are typically paid for by the affiliate during the social. 

• Some affiliates make the Region Outstanding School Psychologist of the year 

announcement at the social. 

EVENT PLANNING CALENDAR 

Many affiliates struggle with knowing how many events to host and when to host them.   

• Strive to have 3 affiliate events a year  



Affiliate Leadership Manual 14 

• Strive to make your planning calendar by April/May of previous year for the next year 

HOW TO FIND SPEAKERS/WORKSHOP PRESENTERS 

A. CASP has several Corporate Members. These are test publishing companies, 

universities and other groups with business interests in school psychology. They also 

frequently can arrange for guest speakers/trainers at little or no cost to the Affiliate. 

CASP has contact information for all corporate members. 

B. CASP events are excellent places to make contact with potential speakers. Most 

presenters are happy to make time after their presentations if you make it clear that 

you would like to speak with them about a future presentation. 

C. CASP Speakers’ Bureau is on the CASP website at http://casponline.org/about-

casp/speakers-bureau/ This is a listing of trainers who have presented at CASP-

sponsored continuing education events. This list is periodically updated. It includes 

email addresses for each speaker. 

D. Please keep in mind that some speakers charge for presentations. You will have to 

take this into consideration when determining whether and how much to charge 

potential attendees for the workshop. Also take into account transportation, lodging, 

food, audio-visual rental and room rental when determining what to charge. You may 

be able to partner with another affiliate to afford a speaker who charges a fee.  

E. Once the subject matter for a presentation has been decided upon, the request for 

the speaker is usually made by phone or email (see prior section). As with any 

professional presentation, ample time is needed for sufficient preparation. Allow the 

speaker approximately 30 days from the time of request to the date of the meeting. 

F. If the desired speaker is a member of the CASP Board or staff, your request should 

be placed through the CASP Executive Director. This enables the Executive Director to 

keep accurate schedules of the main engagements in which Board members and 

staff are involved. 

G. After the speaker has agreed to talk, a follow-up letter of speaker’s confirmation is 

sent to him/her from the affiliate. The first paragraph should thank him/her for 

accepting the invitation to speak at the affiliate meeting and provide the date of the 

engagement and the topic of presentation. Thereafter, additional information should 

include the name and address of the meeting site, name of the room and anticipated 

size of the audience. Be sure to include the time the meeting will begin as well as 

when the speaker is expected to speak and the length of his/her presentation. 

Always allow for a 10-1 5-minute period for questions and answers. It is also a good 

idea to have the speaker sign a contract; a sample speaker contract can be obtained 

from the CASP office for this purpose.  

H. It is customary to request background or biographical information so you may 

effectively publicize the presentation in your bulletin or newsletter and prepare your 

introduction of the speaker. Also, remember to ask if any assistance is needed with 

audio-visual equipment. 

I. After the presentation has been delivered, a very nice gesture is to present the 

speaker with a Certificate of Appreciation. 

http://casponline.org/about-casp/speakers-bureau/
http://casponline.org/about-casp/speakers-bureau/
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J. Immediately following the date of the meeting, send a follow-up letter to the speaker, 

thanking her/him for sharing time with your affiliate. 

K. Perhaps some of this seems incidental, however, speakers remember the little things 

and appreciate all the consideration you give them. It shows respect and 

professionalism that is expected from an affiliate. 

L. If you would like to offer CEU/CPD for the workshop, refer to your affiliate’s CEU/CPD 

agreement with CASP for specific requirements and timelines that must be met.  

RECEIVING PAYMENTS FOR EVENTS  

Invoices  

• Create invoices through Google Drive. Many Google document templates for invoices 

are available online.  

• Consider using Mailmerge within Word - this will print one document for each person 

that is needed. Excel can be used for Mail Merge, as well.  You are able to import the 

names from Excel and create them for everyone. 

• Invoices should include: 

o The affiliate’s name and mailing address  

o The invoice date and number  

o The name and address of the customer  

o A description of the item being purchased, including training title and date  

 If the district is paying, also list the attendee name(s)  

o Payment information, if options other than mailing a check are available  

A sample invoice from VCASP can be found in Appendix L or accessed via Google Sheets.  

A sample receipt from VCASP can be found in Appendix M.  

Eventbrite 

EventBrite can be used to manage event registration. Make a page on Eventbrite and there is 

a description and add pricing (members, non-members, students, etc).  Money is collected 

through the site and three days after it transfers to the bank account.  There is a fee, but 

many affiliates factor it into the cost (so affiliate does not pay the fee). 

Some affiliates opt to send a letter to districts created by Affiliate District Representatives 

that break an event cost down by percentage of individuals that would need to attend for a 

specific fee (e.g., 50 individuals attending would be $50 per person, 100 individuals 

attending would be $30 per person). 

District fees allows them to show the discounted reduced fee and helps reduce invoices. 

Purchase Orders 

• Some affiliates don’t allow for it, others try to do it 

• Need to have a w-9 on file with school district to become a vendor 

https://docs.google.com/spreadsheets/d/1G_Rjf0Tq4e9MbQsAg48rmxPljdbQCHAmmLcEXxncEwc/edit?usp=sharing
https://www.eventbrite.com/organizer/overview/


Affiliate Leadership Manual 16 

• Many also require a specific insurance for an event 

Tracking Paid Registrants  

Some affiliates track fees by membership (e.g., members would get a reduced event cost).  

Although this may boost membership, depending on the tracking system in place, this may 

make it more difficult to track.  

Using Google Forms or another web tracking system to help with this. 

• Check Google Forms Excel Spreadsheet and cross reference. 

• A sample Google Form for registration can be found in Appendix N.  

GENERAL HELPFUL TIPS 

• Expand events to non-school psychs.  Consider teachers and like professions.  

• Consider offering a reduced event rate fee for Districts/SELPAs that will guarantee to 

pay for a large percentage of their district staff to attend (e.g., 80%+). 

• Consider partnering with other Affiliates or co-sponsor with a local district in your 

region to co-host events (speaker fees/travel costs etc.). 

• Board members advertise affiliate membership at affiliate events.  They also 

advertise for affiliate events at district meetings. 

PROMOTING EVENTS 

A. One way for affiliates to promote their special events is through a monthly or 

quarterly newsletter. The newsletter is usually written by the newsletter editor with 

help from members of the Board and others in the association. Reports on Affiliate 

meetings, events, member happenings and articles from other school psychology 

publications (with permission) may be included. 

B. Flyers or emails should be sent to Affiliate members to promote special events. Be 

sure to include date, time and place as well as the purpose of the event. 

C. Websites are essential for promoting events and affiliate news. Several Affiliates also 

have sites that allow for event registrations and payments. Facebook, Twitter and/or 

email are also great ways to promote Affiliate events.  CASP lists affiliate events on 

its website; they can be submitted for listing by emailing the Executive Director. 

D. Email messages can be sent to regions through CASP. Contact your Affiliate’s Region 

Representative for information on sending a message to your region. Affiliates should 

also have records of email addresses of their membership. 

E. CASP Today, CASP’s quarterly newsletter, is also available for Affiliates to publicize 

events and other news. 
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WEBSITES  

The information in this section pertains to building and maintaining a website and how to 

make the website work for the affiliate (e.g., allows for registering for events, signing up for 

membership, purchasing swag). 

When you create a website, or if you change to a new website, please be sure to let CASP 

staff know to update the listing on the CASP website.  

BUILDING A WEBSITE 

Affiliates can take different approaches to building and maintaining their websites. Affiliates 

can either build and maintain a website in house, or contract with someone to do a website 

for them. Here are some examples:  

• EGRASP: built membership group, developed newsletters, and reached out to friends 

and members to see if they knew anyone who could help develop website. Connected 

with an independent contractor to build and maintain website.  President is the point 

person to communicate with contractor. 

• BAASP: not sure who built but it’s been maintained internally by Board member 

• OCASP: maintained internally by Board member 

• If building and maintaining site is completed by Board member, it is a voluntary 

position. Conflict of interest if payment is offered to a Board member or close relative 

of a Board member. 

CASP’s webmaster is available to assist affiliates with websites, as an independent 

contractor in his non-CASP-time. He can be contacted via email to joshjohnsonph@me.com 

[do not use this email for CASP related business, only if you are interested in hiring him for 

website assistance].   

MAINTAINING A WEBSITE 

Like building a website, affiliates have the option of maintaining websites themselves or 

hiring someone to do so.  

If your affiliate decides to contract out for website maintenance, here are some things to 

consider: 

• The contract with web developer should include additional costs for extra tweaks. 

• Typical/average cost for maintaining a website  

o EGRASP pays $300/ year to have website maintained by independent 

contractor  

o Pay for domain name: host through Google, GoDaddy, Wild Apricot 

Here are some things to consider in the website maintenance process: 

https://casponline.org/casp-affiliates/
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• Typical/average cost for maintaining a website 

o May depend on number of members, length of contract, etc.   

• Create board position as web developer/maintaining website. 

• Have links to social media to websites that the affiliate has created (e.g., Instagram, 

Facebook, Twitter). 

Here are some ways you can make your website work for you: 

• Registering for events and signing up for membership: consider the fees of using 

payment processors such as Paypal, Squarespace, etc. Be sure to set up 

notifications to Treasurer and a direct link on website. 

• Purchasing swag: your affiliate can purchase and maintain an inventory of SWAG, or 

use a drop-shipping service. Your affiliate should weigh the costs vs interests of 

purchasing swag, and consider:  

o Who will maintain inventory and shipping? 

o How will it be listed on the website?  

o Can you outsource? 

o Should SWAG be for everyone, or just members?  

WEBSITE PLATFORMS 

If you are creating and maintaining a website yourself, here are a few platform options. If you 

are hiring someone, discuss with them your best option.  

Snowball  

• FREE with restricted access to some features.  

• Has capacity to register for events and membership; funds go directly into bank 

account.  

• $400 annual for full access.   

• Customer service line.   

• Consider and negotiate group rate for other affiliates signing up. 

Google Sites 

• Google Sites is a great no cost platform that affiliates can use to make a website. 

• Here are some tutorials that will assist in orienting you on the process.  

o https://youtu.be/OsNat-3-D3s 

o https://youtu.be/5BhCVvFWEtE 

Wildapricot 

• Annual fee for membership management, website, and events.   

• Funds can go directly into bank account.  Discussed in detail in the Membership 

section. 

https://snowballfundraising.com/nonprofit-website-design-checklist/
https://workspace.google.com/products/sites/
https://youtu.be/OsNat-3-D3s
https://youtu.be/5BhCVvFWEtE
https://www.wildapricot.com/pricing-na
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WordPress 

• WordPress is a popular, relatively understandable platform for websites. Advanced 

features integrate with PayPal, social media, and other platforms. 

• Price ranges from $0 – 45 per month.  

CASP EVENTS 

Here are a few CASP events in which your Affiliate will wish to participate: 

● Communication between the CASP Board and the Affiliate, as well as between the 

various Affiliates, is regarded by CASP as essential to the purposes of the 

Association. To facilitate this communication and promote the development of 

leadership at both local and state levels, the Affiliate Presidents, Region 

Representatives, and the Affiliate Representative meet periodically as an Affiliate 

Assembly. The primary goal of these assemblies shall be to provide a forum for 

Affiliate officers to communicate directly with members of the CASP Board, to present 

their concerns and opinions, and to allow for direct dissemination of CASP board 

actions and concerns to the Affiliate leadership.  Assemblies will be held at least four 

times per year, counting Affiliate Day and the fall Affiliate leadership meeting.  

Additionally, the Affiliate Representative is available to attend Affiliate events and 

board meetings, and provide support to affiliates on an as-needed basis.   

● The fall Affiliate leadership meeting, held in conjunction with the Annual Convention. 

The purpose of this meeting is to gather affiliate leaders and share best practices for 

affiliate success.  Affiliate Presidents are encouraged to bring other Affiliate officers 

and leaders to these meetings. 

● Affiliate Leadership Days is typically held in July or August.   The purpose is to orient 

new leaders to the business of running an affiliate and the support CASP is able to 

offer. This yearly meeting is a time when the CASP elected officers and staff join 

together with affiliate officers to discuss annual goals, present major issues within 

the profession, focus on special problems and concerns and network with other 

affiliate groups and members. This event helps affiliates start the year with new, vital 

knowledge and experiences to help assure the best start to the school year.  

COLLABORATING WITH OTHER AFFILIATES  

Other affiliate leaders can be a great resource for helpful tips on how to manage Affiliate 

matters, inclusive of committees, meetings, finances, and recruitment. For this reason, CASP 

promotes the connection of Affiliate leaders through the events highlighted above.  In 

addition, a list of contact information for Affiliate leaders can be found on the CASP website.  

  

https://wordpress.com/
https://casponline.org/casp-affiliates/
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AFFILIATE BOARD MEETINGS 

RUNNING A BOARD MEETING 

Managing a board that effectively utilizes the time and talent of officers and others in 

attendance takes effort and patience (to get the process working smoothly). Here are a few 

tips to help you get up and running. 

Consider holding a board orientation session at the start of the year. A helpful tool for this 

orientation session is the Board Orientation Workbook (download the file “The Board 

Orientation Workbook Jan 2021 FINAL”) by Bob Harris. Several other board resources are 

available on his website, nonprofitcenter.com. The knowledge gained in the orientation 

session will help your affiliate and its meetings function smoothly.  

Click here for a Google Drive folder of board resources from other affiliates. 

Click here for a Google Drive folder of meeting resources from other affiliates.  

PARLIAMENTARY AUTHORITY 

1. Robert’s Rules of Order Newly Revised - Using Robert’s Rules allows for a free 

exchange of ideas and still facilitates efficiency. 

2. The president should try to project an air of impartiality during the board meetings. 

The president writes the agenda, which is his or her main influence to the outcome of 

the meeting. 

3. Back room politics should be avoided. This can be very disruptive to group dynamics. 

4. Use parliamentary procedure to increase efficiency of meeting: 

a. The President is responsible for seeing that the business of the affiliate is 

transacted in proper order and expedited as much as possible; that members 

observe the rules of debate; that order and decorum are always observed; 

that the rules of the affiliate are enforced with as little friction as possible. 

(From “Parliamentary Law” by Robert.) 

b. Call the meeting to order on time. If the first meeting of your term is called on 

time, the members will know they must be on time for future meetings. If the 

meeting does not quiet down when called to order, pause until order is 

restored. 

c. Recognize those who rise and address you by calling the name or signifying 

the member as recognized. 

5. Have all committee reports and proposed motions turned in 2 weeks prior to the 

meeting. 

6. E-Mail out agenda (with all proposed motions), committee reports and all background 

information one week prior to meeting. 

https://www.rchcae.com/board-leadership-dowbloads/
http://www.nonprofitcenter.com/
https://drive.google.com/drive/folders/1DsiiPVGc1tAc9Asm-uRxR1KUzqoxK3An?usp=sharing
https://drive.google.com/drive/folders/1aKYmBwhyc814g7p62h9w7B6V_WZlJHLI?usp=sharing
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AT THE BOARD MEETING 

1. No conversation is permitted unless there is a motion on the floor. 

2. The president controls the floor. No one is permitted to speak until recognized by the 

chair. 

3. The maker of a motion gets the floor first in order to explain the motion. 

4. Each person is allowed 5 minutes to speak. A person who has already spoken cannot 

have the floor again until all that want to speak have had an opportunity. 

5. Only two amendments can be on the floor at once (i.e. an amendment to amend the 

main motion and an amendment to amend the amendment). 

6. Strictly alternate between pro and con comments. When there are no more differing 

comments, take the vote. 

7. It is usual procedure to use a voice vote. Always ask for the no vote, even when it 

seems unanimous. 

MAKE AFFILIATE MEETINGS WORK FOR THE AFFILIATE  

Why Meet? No meeting can be successful unless it has a well-understood purpose and 

attainable goals. Your first undertaking will be to gather all the committee chairpersons and 

affiliate officers to decide just what you will try to accomplish with your meetings and special 

events during the coming year. The purpose of your meetings may be to educate, to conduct 

a business meeting, to elect officers, or to provide information and instruction. Many 

meetings have combined purposes, but there should be one, overall reason to have the 

gathering. Decide and proceed from there. Remember that whatever the purpose of your 

meeting, it should be a pleasant experience for those who attend. 

A. Plan ahead. Inform all members about the meeting well enough in advance. Email 

agendas. State date, time and responsibility of each member of the meeting. Send 

reminders of action items.  Also, remember to invite the CASP Affiliate 

Representative. 

B. Determine the best way to hold meetings (in person or otherwise) and how often 

(monthly, quarterly, before trainings) to keep board members active and accountable. 

C. Physical arrangements. Consider the following when setting up the physical location 

of your meeting: 

1. Size of the group attending. 

2. Ventilation and temperature. 

3. Seating arrangements so all can see and hear. 

4. Control of lighting. 

5. Accessibility of the meeting place. 

6. Appropriateness of the meeting place for your group. 

7. Meal and/or event prices. 

D. While planning the agenda, ask yourself these questions: 

1. What should be the purpose of each meeting? (The purpose should justify every    

meeting. It is a good idea to declare the purpose in the opening remarks.) 

2. How much can be handled in one meeting? 
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3. What subject should be covered first in view of the overall objective? 

4. What should be the relationship between each meeting? 

5. Who are the program participants, officers, speaker(s), and entertainment? 

6. Has promotional material been carefully planned? 

SUCCESSFUL MEETINGS 

A. Informality 

1. Use introductions to get everyone at ease and acquainted. 

2. Start and end meetings on time. 

B. Make the group responsible and keep everyone busy. 

1. Presiding officer should be available with guidance and administrative know-

how but let decisions be made and functions carried out by members and 

committees. 

2. Make first assignments simple enough to assure success then extend the 

responsibility. 

3. Provide proper training and written instructions for all that are to assume 

responsible assignments. 

4. Keep attention focused on the purpose of the meeting. 

5. Ask questions. 

a. Questions start discussion. 

b. Questions lead discussion into purposes of meeting. 

c. Questions bring out different points of view. 

d. Questions bring out facts. 

e. Important issues can be resolved by converting them into 

questions, which will shed the light of truth. 

2. Everyone participates in group discussions. Present all ideas and viewpoints 

as positive contributions. 

3. Require ideas to be stated objectively and positively. 

4. Rule out criticism. 

5. Welcome bold ideas. 

6. Stick to the subject. Use light signals if necessary. Red means “you are 

criticizing, explaining or off the subject”, green means “go ahead.” 

7. Evaluate results of discussions and the meeting for the record, future 

direction and follow-up. 

B. Props and equipment 

1. Determine needs (AV, microphone, head table, etc.) 

2. Assign responsibility for obtaining, setting up, operating, and returning all 

equipment. 

3. Equipment should be properly set up and tested prior to use. 

C. Develop and retain good member participation 

1. Use reward or recognition of outstanding work done. 

2. Point out relationship to total effect. 

3. Stress the importance of each person’s contribution to the whole. 

4. Ensure success in the first project, then increase responsibility. 
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5. Learn about each member’s strengths and elaborate upon them. 

6. Encourage decisions. 

7. Do not take any member for granted. 

8. Discuss the developments in the organization to keep members well 

informed. 

MAKING MOTIONS 

A. Business is accomplished at meetings by making motions. 

B. Before members make a motion, have them write it. To make a motion, members 

rise and address the presiding officer. Members state: “I move that...” 

C. After a motion has been seconded, the President will state the motion and will ask ‘Is 

there any discussion?” The President will recognize the maker of the motion first if 

the maker wishes to speak. During debate, keep your seat and pay attention to the 

discussion. 

D. After the motion has been debated or has been amended, the President puts the 

question to vote. “All in favor, say ‘aye;’ opposed, say ‘no.’ Next the President states 

“The ‘ayes’ have it; the motion is adopted, and you have voted to do ...” or, “The 

noes’ have it and motion is lost.” 

E. If the member making the motion sees that it does not seem to have the support of 

the members, there are several things he/she can do: 1) Request a recess: “Move 

that the President declare a ten-minute recess,” and try to convince members to vote 

for the motion; 2) Refer the motion to a committee; 3) Postpone the motion to the 

next meeting. 

F. The President is obligated to make motions perfectly clear. Always announce the 

result of the vote. A vote is not complete until the President announces it. The 

President should not recognize a frivolous motion. If a member makes a motion that 

is not in order, tell the member “Your motion is not in order at this time.” 

G. Use general consent when it is possible. State “Is there any objection?” If there is an 

objection, put the motion to vote. If there is no objection, state, “The motion is 

adopted by general consent.” 

H. It is the duty of every member to obey the rules of the affiliate, whether they approve 

of them or not; to try to further the objectives of the affiliate; to attend its meetings 

with reasonable regularity; to pay respect to its officers in their official capacity as its 

representatives; to abstain from acts or remarks outside of the meetings that will in 

any way interfere with the work being done by the officers or committees of the 

affiliate and by its authority; to pay attention to the speaker during debate and to the 

business in debate; to attend faithfully to any duty assigned, or ask to be excused. 

(From “Parliamentary Law” by Henry M. Robert.) 

SAMPLE AGENDA FOR AFFILIATE MEETINGS 

A. Welcome and introductions: get members acquainted and at ease. 
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B. Minutes: the first order of business is when the President calls for the reading of the 

minutes. He/she asks for corrections and then states, “The minutes are approved,” 

or ‘The minutes are approved as corrected.” 

C. Correspondence: pertinent correspondence (or a summary) is read by the secretary.  

If correspondence requires motions, they may be acted upon at this time, rather than 

to report under new business. 

D. Treasurer’s Report: the next order of business is reading of the treasurer’s financial 

report, followed by discussion, if desired, and a statement from the President that the 

report will be filed. A formal motion of acceptance is not necessary. 

E. Committee Reports: standing and special committees will report and make 

recommendations, if any. Action on recommendations may be taken at this time or 

under new business. 

F. Unfinished Business: guided by previous minutes, the Secretary advises the 

President regarding unfinished business. If there is none, he/she so states. Action on 

unfinished business is processed by motion or resolution. 

G. New Business: subjects for discussion come from previous items on the agenda 

referred to new business or proposed at this time by members. 

H. Program: a speaker or other program, if any, is usually introduced at this time. 

Sometimes a guest speaker is introduced before the business part of the meeting so 

that he/she may speak and be excused before going into the rest of the agenda 

which may be of no interest to him/her. 

I. Announcements: prior to adjournment, the chair announces date, time and place of 

the next meeting, and other pertinent information, possibly including some brief 

inspirational message. 

J. Adjournment: By declaration, the President may adjourn the meeting if there is no 

further business. A motion is not necessary.  
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HOW CASP AND AFFILIATES WORK TOGETHER 

The Affiliate is a component of CASP. The Affiliate is chartered by CASP, and its entire board 

of directors and half of its members must also belong to CASP. Consequently, special 

relationships exist between CASP and the local affiliate. 

AFFILIATE REPRESENTATIVE AND REGION REPRESENTATIVES  

CASP maintains direct communication with affiliates primarily through the two elected CASP 

officials, the Affiliate Representative and respective Region Representatives. The Affiliate 

Representative and Region Representatives work closely with local affiliate officers on issues 

of concern to both CASP and the Affiliate. The representatives provide a valuable 

communication link between the CASP Board and the Affiliates. They contact local affiliate 

officers regularly to offer support and assistance on local needs and concerns, regarding 

Board activities or events. Both are very involved in advising and assisting Affiliates on a 

number of issues. The following are the duties of both, as described in CASP’s Policy Manual. 

AFFILIATE REPRESENTATIVE 

The Affiliate Representative shall act as liaison between the Board and the officers of the 

Affiliates. The Affiliate Representative shall: 

A. Serve as member of the [CASP] Board. 

B. Represent the Association [CASP] when attending meetings of Affiliates.  

C. Preside at the annual affiliate leadership meetings and assign responsibilities as are 

deemed necessary to conduct the functions of the meetings. In conjunction with the 

Executive Director, and with the approval of the President, plan and coordinate the 

program content and related speakers for affiliate leadership events.  

D. Maintain ongoing communication with Region Representatives to help coordinate 

activities and provide assistance on projects related to the affiliate groups as a 

whole. 

E. Serve on [CASP] committees and task forces as appointed by the President. 

F. Encourage membership in the Association [CASP]. 

G. Support and develop Affiliate leadership and communicate with the officers of 

Affiliates on a regular basis. 

H. Encourage participation in CASP committees by Affiliate leaders.  

I. Recruit qualified candidates for the CASP Board. 

J. Contribute articles to CASP Today and Affiliate newsletters. 

K. Gather data about the membership, leadership and operations of Affiliates, in 

consultation with staff and the appropriate Regional Representative. 

L. Help Affiliates build membership. 

M. Coordinate exchange of information, ideas, and newsletters among Affiliates. 

N. Support and assist in the granting of awards to the officers and members of 

Affiliates. 

O. Coordinate an annual survey of Affiliate officers to gather information for potential 

topics of discussion at affiliate meetings and/or future projects. 

P. Carry out such other responsibilities as may be assigned by the [CASP] President or 

the Board. 
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REGION REPRESENTATIVES 

Region Representatives act as Board representatives for the interests of the members in 

their respective regions of the state. They shall also serve as liaison between members, 

Affiliates, and the Board in their respective regions, acting to facilitate communication in 

matters of mutual interest and concern to members of their regions. In addition, they: 

A. Serve as a member of the [CASP] Board. 

B. Represent the Association [CASP] in meetings with Affiliates, while serving as a 

liaison to Affiliates in their region. Communicate on a regular basis with Affiliate 

officers and regularly attend Affiliate meetings. 

C. Facilitate and assist groups of members seeking to organize as an Affiliate. Identify 

new areas for the development of affiliates and provide assistance to local school 

psychologists to encourage this activity. 

D. Promote membership in CASP and Affiliates, and provide the Association with 

updates to the list of Affiliate members who are not Association members. 

E. Provide assistance and support Affiliate officers in pursuit of various projects and 

activities. 

F. Encourage participation in CASP committees by Affiliate leaders.  

G. Communicate on a regular and ongoing basis with the Affiliate Representative to 

coordinate local activities and address areas of concern to the Affiliates. 

H. Assist in recruiting qualified candidates for the [CASP] Board. 

I. Contribute articles to CASP Today and Affiliate newsletters. 

J. Support and assist in the granting of awards to the officers and members of 

Affiliates. 

K. Provide support for the CASP awards and nominations processes, including 

promoting awards and reviewing nominations for the Nadine Lambert Outstanding 

School Psychologist Award. 

L. Provide liaison to specific committees as directed by the President. 

M. Carry out such other responsibilities as may be assigned by the [CASP] President or 

the Board. 

CASP BOARD MEMBERS  

At times, other CASP board members will be available to work with affiliates as needed. 

President: CASP’s President is responsible for overall supervision of CASP’s activities.  The 

President works closely with the Affiliate Representative to ensure Affiliate’s needs are met.   

President-Elect: CASP’s President-Elect supports the President as needed, and succeeds the 

President following their term as President-Elect. 

Immediate Past President: CASP’s Immediate Past President serves as a mentor to the 

President and assists as needed.   

Secretary-Treasurer: CASP’s Secretary-Treasurer is responsible for overseeing CASP’s records 

and financials and can be a resource to Affiliates as needed. 
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CASP STAFF 

The CASP staff is available to work with Affiliates on a number of items. While the Board of 

Directors determines policy and strategic direction of the Association, the staff is charged 

with implementing policies and coordinating and helping to carry out the annual program of 

work. Staff is available to assist and work with leaders and members of affiliates on activities 

as necessary and/or requested. At present, the Association is staffed with a combination of 

full- and part-time employees. Any non-routine requests for staff assistance should be made 

to the Executive Director, not to individual staff members. These individuals are responsible 

for the following program areas and activities: 

● Executive Director: Responsible for developing and implementing all association 

administrative policy, business operations, fiscal affairs, and general supervision of 

all Association activities. Association staff members report to the Executive Director.  

The Executive Director is available to assist affiliates with operational issues. 

● Membership & Communications Coordinator: Responsible for the 

production/coordination of the Association’s publications – quarterly newsletter and 

all online publications – as well as development of all promotion/marketing material 

related to Association activities, such as the annual convention and Spring Institute 

program brochures, etc. Also is the content manager for the CASP website and 

administrator of the Association’s social media presence – Facebook, Twitter, 

LinkedIn, etc. Supports the Executive Director and staff with special projects, as 

needed.  The Membership & Communications Coordinator will regularly work with 

Affiliate leaders to promote affiliate events and provide affiliate updates in CASP 

Today. 

● Education Associate: Runs the CASP Continuing Education Program for Affiliates and 

other school-related organizations, produces contracts for CASP CEU/CPD events, 

and other general office duties.  The Associate is available to help Affiliates with any 

and all questions regarding CEU/CPD hours.  Works with the Executive Director to 

produce statistical reports and information on events and other items.   

● Webmaster: In charge of all technical aspects of the CASP website, including the 

online payments, web pages, videos, etc. The webmaster is responsible for updates 

to the Affiliate page on the CASP website; Affiliates should send the webmaster 

updates if their website changes. 

ADMINISTRATIVE RELATIONSHIP 

CASP staff is available to assist local affiliates in a variety of ways from contacting potential 

new members and locating speakers to address topics of interest, to providing information 

about CASP positions and policies. 

Affiliate activities and organization are governed, broadly, under the parameters outlined in 

CASP’s policies. These policies are general guidelines for such issues as membership, 

affiliate formation, officers required, and manners in which CASP and local groups work 
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together. Outside of these general guidelines, local affiliates maintain great latitude in 

determining their needs and activities. 

AFFILIATES AND THE ANNUAL CONVENTION 

Each year, CASP sponsors an annual convention for the profession. The location of the 

convention varies each year in Southern California. The affiliate group/s in the location of the 

annual convention is/are usually very actively involved in helping to coordinate the event and 

provides a large part of the volunteer staffing required to execute an event of this size. The 

local members work closely with the CASP staff to insure successful organization of the 

convention. 

The convention provides an opportunity for affiliate members to receive updated information 

on CASP activities, network with other affiliate representatives and share information about 

local activities at the annual Affiliate meeting. All Affiliate officers in attendance at the 

Convention are invited to the meeting. CASP Board members are present, and Affiliates have 

an opportunity to meet and discuss professional concerns directly with the elected officers. 

CONTINUING PROFESSIONAL DEVELOPMENT 

CASP is licensed by the California Board of Behavioral Sciences to provide continuing 

education units to LCSWs, LMFTs, LEPs and LPCCs. It is also licensed to provide continuing 

education credits to Nationally Certified School Psychologists. Affiliates may offer CEUs to 

attendees of their workshops by contracting with CASP. This program is managed by the staff 

Education Associate in accordance with the required contracts.  

FINANCIAL SPONSORSHIP  

Affiliates often ask how they can support CASP. Affiliate support is a vital part of CASP’s 

ongoing operations. All contributions can be made by mailing a check to the CASP office. 

Please indicate the specific item you would like to support on your check:   

• Sponsoring the annual convention or spring institute (make check payable to 

California Association of School Psychologists).  

• Donating to the Foundation (make check payable to California School Psychology 

Foundation). The Foundation has three funds that receive donations:  

o Paul Henkin Memorial Scholarship Fund: Provides up to $750 for a student 

and a first-year school psychologist to attend convention  

o Cultural and Linguistic Diversity Scholarship: Provides $1,000 to a culturally / 

linguistically diverse school psychology student  

o Minigrants / General Fund: Provides up to $1,500 for minigrants to working 

school psychologists. Also covers general expenses, like tax return 

preparation and filing fees.   

• Making a general contribution to CASP (make check payable to California Association 

of School Psychologists.  
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APPENDIX A: CASP BYLAWS REGARDING AFFILIATES 

 

Article 4. Affiliates 

Section 4.1. Definition. Members are encouraged to form local associations throughout the 

state, in compliance with these Bylaws. An “Affiliate” is an organized association of members 

of the Association who hold a valid and unrevoked charter from this Association. A charter, 

for purposes of this section, is an instrument issued by authority of the Board, under seal, 

signed by the President and Secretary-Treasurer, authorizing the existence of an Affiliate and 

specifying its rights, privileges and duties.  

Section 4.2. Purposes. The purposes of an Affiliate shall be to promote cooperation among 

the members, to provide a forum for meetings of members and participation in the affairs of 

the Association, to recruit and organize members, and to carry out the purposes of the 

Association at a local level. 

Section 4.3. Eligibility for Charter. Any group of members who desire to obtain a charter as an 

Affiliate of this Association may petition the Board in writing, specifying the geographic 

territory which the proposed Affiliate is to include. No Affiliate may include any territory 

currently in the geographic area of another Affiliate; and the Board may in its discretion limit 

or alter the territory to be allocated to any Affiliate. After receiving permission to organize and 

approval of its geographic territory, but prior to receiving a charter, such group must draw up 

a roster of the names and addresses of its members (including CASP membership status and 

such other information as the Board may require), establish a meeting schedule and plan of 

action, adopt bylaws for the regulation of its affairs, adopt a budget for the conduct of its 

operations, elect officers, and take such other organizational steps as the Board may require, 

all in compliance with such policies and procedures as the Board may establish from time to 

time. The Board may establish requirements for the substance of Affiliate bylaws, or may in 

its discretion require each Affiliate to adopt and keep a standard form of bylaws established 

by the Board.  

Section 4.4. Charter. When all organizational steps required by Section 4.3 have been taken 

to the satisfaction of the Board, and the proposed Affiliate is prepared to operate in 

compliance with applicable law, these Bylaws, the policies and procedures of the Association 

and sound business practice, the Association shall issue a charter to it. For as long as it 

remains in force, such charter shall confer upon the Affiliate and its members all the rights 

and duties contained therein and in these Bylaws. The provisions of every charter shall be 

deemed to include a requirement that the Affiliate operate in conformity with these Bylaws as 

amended from time to time. 

Section 4.5. Affiliate Officers. Each Affiliate shall have a president, a president-elect (who 

may be designated the vice-president, but shall have the right of succession to the office of 

President), a secretary and a treasurer. An Affiliate may provide in its bylaws that one person 

hold the offices of secretary and treasurer. Only CASP Members in good standing may hold 
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the office of president or president-elect in any Affiliate, and the bylaws of each Affiliate shall 

so provide. 

Section 4.6. Term and Termination of Charter. A charter shall continue in effect from the date 

it is issued until it is surrendered or terminated. The members of an Affiliate may, by vote or 

written consent of a two-thirds majority of all such members, elect to surrender their charter. 

For noncompliance with the provisions of these Bylaws or the policies and procedures 

established by the Board, or for other good cause, and after notice and a reasonable 

opportunity for the officers of such Affiliate to be heard, the Board may terminate a charter. 

In the event of either surrender or termination of a charter, the Affiliate shall automatically 

and immediately cease being an Affiliate of the Association.  

Section 4.7. Membership.  

 (a) Eligibility. Each member who works within the territory of an Affiliate, or for any 

other reason desires to belong to such Affiliate, may belong to it. Membership in an Affiliate 

shall not constitute any person a member of the Association. A person may belong to any 

number of Affiliates upon complying with the rules for membership in each and paying such 

dues as may be required by each. An Affiliate may also accept as members persons who are 

not members of the Association, but no such person may hold the offices of President and 

President-Elect.  

(b) Membership Reports. Once each year the secretary of each Affiliate shall compile and 

send to the Association a complete roster of the names, addresses, workplaces (if any) and 

employment status of each board member of such Affiliate. If reasonably requested by the 

Association, each Affiliate shall poll its members to learn their preferences or opinions about 

matters of legitimate concern to the Association, and tabulate and return such information to 

the Secretary. 

Section 4.8. Dues. An Affiliate may set the dues for its members and require their payment 

on such terms as the Affiliate may determine.  

Section 4.9. Affiliate Records. Each Affiliate shall keep accurate and complete minutes and 

records of the proceedings of its officers, committees and membership; accurate and 

complete financial records; and permanent files of its correspondence, contracts and other 

documents. All such records shall be retained for a minimum of five years. Each Affiliate shall 

file with the Secretary of the Association a true and complete copy of its bylaws as amended 

from time to time, its budget, its meeting schedule, and such other reports of the 

proceedings and activities of the Affiliate, its financial affairs and other information as the 

Board may reasonably require. The provisions of these Bylaws shall control any contrary 

provision in any Affiliate bylaws.  

Section 4.10. Transition Provision. Any affiliate group that held a charter from the 

predecessor of the Association on the day the Association incorporated shall continue to hold 

a charter as an Affiliate after incorporation, without any further act by any party. The terms of 

such charter shall be deemed amended to conform with these Bylaws. Any Affiliate not willing 

to become an Affiliate of the Association may surrender its charter as provided above.  
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APPENDIX B: APPLICATION FOR AFFILIATE CHARTER 

 

APPLICATION FOR CASP AFFILIATE CHARTER 

 

 

 

1. Name of Proposed Affiliate:         

 

2. President of Proposed Affiliate: 

 Home Address:           

 City/State/Zip:           

 Telephone Number:           

3. Number of Members of Proposed Affiliate:       

 * Number of members who are CASP members:      

 (Please attach membership roster.) 

4. Please Attach Copy of Affiliate By-Laws. 

5. It is the Affiliate’s Intention to Provide Service to the Following Areas/Districts: 

             

             

             

             

 

 ______________________________  ________________________ 

 Signature of Applicant     Date 

 

*A minimum of 51% of the affiliate’s regular members shall be members of CASP. 
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I have reviewed the documentation submitted by      ,  

spokesperson for the proposed Affiliate known as        

     and verify the group’s qualifications for charter as an official  

Affiliate of the California Association of School Psychologists. 

 

Signature of Region Representative:        

 

Presented to the Board on:         

 

Affiliated Charter Granted on:         
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APPENDIX C: SAMPLE AFFILIATE CHARTER/BYLAWS 

Article I: Name 

The name of the Association shall be (_____________fill in). 

Article II: Purpose 

The purpose of the organization shall be: 

● To promote and advance quality education through the dissemination of information 

on educational issues and psychological research. 

● To assist in the development of sound educational practices in the total school 

program. 

● To provide a meaningful and effective in-service education program for the 

membership. 

● To promote and adhere to the highest standards of ethics in the profession of school 

psychology. 

● To provide channels through which those engaged in psychological services can 

discuss matters pertaining to the organization and administration of pupil services 

and the improvement of professional practices. 

Article III: Membership 

● At least fifty one percent (51%) of the Association’s members shall also be members 

of the California Association of School Psychologists. CASP). 

● Classes of membership within the Association shall include Regular, Associate, 

Student and Retired Members. 

● These classes are defined as follows: 

o A Regular Member shall be a credentialed school psychologist or Licensed 

Educational Psychologist. 

o An Associate member shall be a person in an allied field and not practicing as 

a school psychologist. 

o A Student Member shall be a person enrolled in a graduate-level training 

program in school psychology. 

o A Retired Member shall be a credentialed school psychologist or Licensed 

Educational Psychologist who has retired. 

Article IV: Membership Dues 

Membership dues shall be determined by the Board to include the amount and period 

covered. 

Article V: Officers 

Elected Officers: The elected officers of the Association shall be the President, President 

Elect, Past President, Treasurer and Secretary. Elected officers shall be members of the 
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California Association of School Psychologists and the (location) Association of School 

Psychologists. 

Duties of Elected Officers: 

● President: The President shall act as chairperson of the Board. The President shall be 

responsible for scheduling and conducting meetings of the Board. 

● President Elect: The President Elect shall serve as the presiding officer in the 

absence or incapacitation of the President. The President Elect shall also be 

responsible for scheduling non-Board meetings for the Association. 

● Past President: The Past President shall serve as an advisor and act as 

Parliamentarian for all Executive Board meetings. 

● Treasurer: The Treasurer shall be responsible for overseeing the financial accounts of 

the Association and regularly reporting such information to the Board. The Treasurer 

shall also be responsible for the collection of dues and other fees. 

● Secretary: The Secretary shall be responsible for keeping minutes of Board meetings, 

dissemination of meeting announcements, and other correspondence activities 

required.  

Terms of Office: 

The term of office for the President, President Elect, Past President, Treasurer and Secretary 

shall be one year commencing on July 1. 

Article VI: Board 

The members of the Board shall be the elected officers as described in Article V. Action shall 

be determined by a simple majority vote of the officers present. 

Article VII: Meetings 

Meetings shall include Executive Board meetings and membership meetings. 

The Board shall meet at least once a month, excluding July and August, at a date and time to 

be determined by the President. 

The membership meetings shall be scheduled at a regular time each school month with the 

exception of the month in which the annual CASP convention is held. 

A quorum of the Board shall be defined as one more than half of the elected officers. 

Article VIII: Committees 

Committees may be created by the Board as needed. Committee membership shall be 

limited to Regular Members. Committee members will attend Board meetings as requested. 
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Article IX: Election of New Officers 

The Board shall recommend a slate of candidates to the Regular Members for the offices of 

President Elect, Secretary and Treasurer. Approval shall be indicated by a simple majority 

vote. The ballot shall include spaces for write-in candidates. Only Regular Members may vote. 

The election shall take place in the month of May. The results of the election shall be 

announced at the final membership meeting of the year in June. 

Article X: Office Vacancy 

Should a vacancy occur before the expiration of an officer’s term, theBoard shall appoint a 

qualified replacement from its membership for the remainder of that term of office. 

Article XI: Affiliation with CASP  

This Association is an independent legal entity, separate from CASP and every other Affiliate 

of CASP, subject only to the express terms and conditions of affiliation stated in this charter 

and in the CASP Bylaws and Policies and Procedures. As such, this Association is fully 

responsible for its own debts, liabilities, and other obligations, and any creditor of this 

Association shall look only to the assets of this Association for payment, and not to CASP, nor 

to any other affiliate of CASP, nor to any individual member of this association or CASP. 

The Articles of Incorporation and Bylaws of CASP, as they may be amended, shall govern this 

affiliate and all other affiliates. This association shall adopt no policy and shall take no action 

in conflict with the Articles of Incorporation, Bylaws of CASP, or any Policy and Procedure of 

CASP as they may be amended. 

Article XII: Fiscal Year  

The fiscal year of this Association shall be July 1 through June 30.  

Article XIII: Amendments to the Bylaws 

These Bylaws may be amended or repealed by a majority vote of the Regular Members 

voting. No amendments may be made which conflict with the Articles of Incorporation, 

Bylaws, and Policies and Procedures of CASP.  Prior to a vote of the Association’s members, 

proposed revisions shall be submitted to CASP for review.  Notice of such changes shall be 

sent in writing to the Regular Members at least 30 days prior to the close of such election. 

Changes may be proposed by the Board on its own initiative or by petition to the Board by at 

least 5 percent of the Regular Members. The Board shall present all such proposed changes 

to the Membership with or without recommendation. 

Article XIV: Legal Status and Dissolution  

This Association is an unincorporated association formed solely for the purposes described 

in Section II. This Association is not legally affiliated with any company, agency, or special 

interest group from which this Association may draw its individual members. The use of the 
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funds of this Association shall be limited to the purposes described in Section II; they may 

not be used for the benefit of any individual. 

In the event of dissolution of this Association distribution of any funds, after payment of any 

indebtedness, shall be made either by contribution to CASP, the California School Psychology 

Foundation, or by contribution to another CASP Affiliate, or some combination thereof. 
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APPENDIX D: REGISTRATION OF UNINCORPORATED NONPROFIT ASSOCIATION 
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Affiliate Leadership Manual 39 

 

APPENDIX E: STATEMENT BY UNINCORPORATED ASSOCIATION  
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The agent for 

service of 

process is the 

person to whom 

paperwork would 

be delivered if a 

lawsuit was filed 

against the 

Affiliate.  This can 

be CASP’s 

executive director 

or the Affiliate 

President.  
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APPENDIX F: EMPLOYER IDENTIFICATION NUMBER APPLICATION  

 

  

This is the date 

your Registration 

of 

Unincorporated 

Association was 

filed by the 

Secretary of 

State. 
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APPENDIX G: IRS FORM 1024 

 

This is the date 

your Registration 

of 

Unincorporated 

Association was 

filed by the 

Secretary of 

State. 
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Affiliate Leadership Manual 45 

 



Affiliate Leadership Manual 46 

The form 1024 

has several 

schedules; only 

schedule C needs 

to be completed.  
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Expected 

income from 

dues goes 

on line 1 

Expected 

income from 

events goes 

on line 3 

Line 9: 

Expected 

expenses 

for 

workshops 

and other 

activities 

If you 

already have 

money in 

the bank, 

report on 

line 1 

If you have 

any unpaid 

bills, report 

on line 12 

Line 18: 

Administrati

ve / 

nonprogram 

expenses 
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APPENDIX H: FTB FORM 3500A  

 

  

This number will 

be stamped on 

your filed 

Registration of 

Unincorporated 

Association at 

the top right. 

This can be 

copied from 

the IRS Form 

1024, page 5, 

line 8 
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Affiliate Leadership Manual 51 

APPENDIX I: SAMPLE TREASURER’S REPORT  

  

TREASURER’S REPORT 

 
The bylaws should provide that the treasurer report regularly to the association.  This written report should 

indicate what period of the fiscal year the report covers, the date it was prepared, and by whom. The report 

should also include the all income and expenses for the period.   The report should not be adopted but filed for 

annual financial review/audit in the treasurer’s file. These reports should be referred to the auditor or auditing 

committee during the audit process. 

 
SAMPLE TREASURER’S REPORT 

Home Town PTA 

Treasurer’s Report 

 

BALNCE ON HAND:  1/31/20__      $2,750.01 

 

INCOME    MONTHLY  YTD  BUDGET 

Local Membership Dues 62.50 250.00* 300.00 

Investment 8.33 83.33 100.00 

Donations 1,000.00 0.0 1,000.00 

Fundraising Projects  

   Carnival 0.00 1,700.00 2,000.00 

   Book Sale 456.14 0.00 600.00 

TOTAL INCOME 1,526.97 2,033.33 4,000.00 

 

EXPENSES 

Administration  

Supplies 25.00 155.00 200.00 

Past President’s Pin 25.00 25.00 50.00 

Printing 0.00 100.00 150.00 

Mailing Permit/Postage 15.00 700.00 750.00 

Liability Insurance 0.00 185.00 200.00 

Bonding Insurance 0.00 90.00 100.00 

Leadership Education 

Council Conferences 10.00 30.00 50.00 

State PTA Convention 0.00 245.00 300.00 

Publications 40.00 110.00 200.00 

Committees 

Membership 20.00 80.00 100.00 

Programs 20.00 176.18 500.00 

Volunteer Recognition     

Awards 0.00 0.00 50.00 

Special Appreciation Awards 0.00 0.00 50.00  

Projects     

Carnival 0.00 251.63 300.00 

Book Sale 14.89 0.00 100.00 

Reflections 0.00 185.00 200.00  

Parent Education 0.00 156.00 200.00 

Student Enrichment Grants 0.00 175.00 200.00 

Self-Esteem Program 0.00 79.00 100.00 

Reading Scholarships 0.00 185.00 200.00 

TOTAL EXPENSES 169.89 2,927.81 4,000.00 

 

BALANCE ON HAND: 2/28/20__ $4107.09 
 

* (200 membership @ $5=$1,000.00; 200 @ $3.75 sent to state =$750.00 so local total 200 @ $1.25 =$250.00) 

 

Submitted by: ___________________, Treasurer 
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APPENDIX J: SAMPLE BUDGET  

View on Google Drive 

 

  

https://docs.google.com/spreadsheets/d/1T_MXDJUWRRZRnZ1XkXB1eJpmUQt8-sS4F5uE8M8QJMI/edit?usp=sharing
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APPENDIX K: SAMPLE REGISTRATION FORM 

Google Drive Link 

 

  

https://forms.gle/tzHVESbqQ7ZXjqph9
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APPENDIX L: SAMPLE INVOICE 

Ventura County Association of 

School Psychologists 
Date: 8/16/2021 

  

DESCRIPTION  

VCASP Training  

Culturally-Affirming Social Emotional Learning 
Strategies  

Presenter: Dr. Byron M. McClure, D.Ed.  

Date of Training: 8/26/2021  

 AMOUNT 

REGISTRANTS:  

Jennifer Payne $40.00 

Irene Martinez $40.00 

Sabrina Monney $40.00 

of Ojai Unified School District  

  

  

Make check payable to VCASP and send to:  

VCASP  

c/o Michelle Valdivieso  

587 Durango Ct  

Camarillo, CA 93010  

  

Subtotal $120.00 

  

TOTAL $120.00 

Thank You For Your Support!  
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APPENDIX M: SAMPLE RECEIPT 
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