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Introduction

What is a Policy and Procedure Manual?

A Policy and Procedure Manual (PPM) is a written tool that organizations use to guide how they operate.
It explains what an organization does and how they do it.

Why have a Policy and Procedure Manual?
There are many advantages of having a Policy and Procedure Manual. A PPM:

gives members the opportunity to know what is expected of them

ensures consistent practice and reduces misunderstandings among members and customers
enables newcomers to quickly learn the standard practices of an organization

assists with planning, guiding, and expanding an organization

provides a resource that clearly delegates tasks and responsibilities

presents the organization in a professional manner and increases customer satisfaction
demonstrates transparency, accountability, and integrity of an organization

E R ]

How does this apply to RI RID?

Every RID Affiliate Chapter is required to have aPPM. Rl RI D6s Pol i cy anska Procedur e
compilation of the organizationds begdthissPPMismeprbvide i es, an:
our organization with a written document outlining what we do (our bylaws) and how we do it (our policies

and procedures). The National Registry of Interpreters for the Deaf (RID) states:

The general purpose of a PPM is to provide efficient, effective streamlining of an
organizationbs pr oc e dHdaviegspoleiesdfollowed but undoicumerged
can present a risk. Members may question why such a policy is followed, who decided it,
and when. The PPM is written documentation of exactly that.

RID: AC Handbook Second Ed., 2004 pg.2

Hence, this PPM will serve as a professional handbook for our organization. It will guide us as
professionals by ensuring that the delivery of sign language interpreting services in the state of Rhode
Island is consistent, informed by the law, and of the highest quality.

Who wrote this PPM and can it be updated?

A standing PPM Committee was established in 2008 and charged with the task of completing a draft
Policy and Procedure Manual. The PPM Committee recognizes that this is a living, breathing document
and will require updating as more policies and procedures are adopted by our organization. The PPM
Committee will also be responsible for periodic review of this document.



About RI RID

What is RI RID?

RI RID is an Affiliate Chapter of the Registry of Interpreters for the Deaf (RID), a national membership
organization of professionals who provide sign language interpreting and transliterating services for Deaf
and Hard-of Hearing individuals. As the only professional association for sign language interpreters in the
state of Rhode Island, RI RID serves as an essential arena for its members in the pursuit of excellence.

History of Interpreting in Rhode Island

1964 The National Registry of Interpreters for the Deaf (RID) is established.

1972 The National Registry of Interpreters for the Deaf (RID) becomes incorporated.

1976 The Rhode Island Registry of Interpreters for the Deaf is established and incorporated.
1990 Pilot Program created for Interpreter Referral Service under the Rhode Island

Commission on the Deaf and Hearing Impaired (CDHI).

1993 The Rhode Island Commission on the Deaf and Hard of Hearing (CDHH) establishes a
statewide Interpreter Referral Service.

1998 RI RID is instrumental in writing and advocating legislation that enables Rhode Island to
become the second state in the nation to institute a licensure law for sign language
interpreters/transliterators (RIGL 5-71 Interpreters for the Deaf).

1998 The Board of Examiners for Interpreters for the Deaf is established under the Rhode
Island Department of Health.

2001 RI RID Association Bylaws are adopted.
2005 RI RID website is created.
2005 The Rhode Island Commission on the Deaf and Hard of Hearing (CDHH) establishes a

statewide Emergency Interpreter Referral Service.

2006 RI RID Association Bylaws are updated.



2006 RID Region | Conference is held at the Providence Marriott Hotel in Providence, Rhode
Island.

2007 RI RID becomes an approved sponsor of RID Continuing Education Units (CEUS).

2008 RI RID hosts its first solo State Conference at the Radisson Hotel in Warwick, Rhode
Island.

2009 RI RID Policy and Procedure Manual is created.

Mission and Philosophy

The philosophy of the Registry of Interpreters for the Deaf, Inc. (RID) is to provide international, national,
regional, state, and local forums. It is an organizational structure which provides for the continued growth
and development of the profession of interpretation and transliteration of American Sign Language (ASL)
and English. The philosophy of RID is to promote excellence in the delivery of interpretation/transliteration
services among people who are Deaf, Hard of Hearing, and hearing to ensure effective communication.
RID seeks to promote the profession of interpreting/transliterating of ASL and English.

RIRID is...

a professional organization affiliated with the National RID.

a forum for interpreters/transliterators to meet and discuss issues related to their work.

a network of professionals providing support to individuals involved in interpreting/transliterating.
part of a collaborative effort with a variety of local organizations to promote our profession.

an organization which fosters the development and maintenance of qualified
interpreters/transliterators.
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RI RID strives to increase the access to communication of the Deaf and Hard of Hearing communities by
improving the quality and quantity of sign language interpreting services available. Rl RID works
collaboratively with all like-minded organizations to raise awareness about issues important to the Deaf,
Hard of Hearing, and interpreting communities. Rl RID is a non-profit 501(c)(3) organization and is
primarily supported by its members. Rl RID serves to provide a locally-based network of peer support for
its membership and acts as a liaison to the national level for its members.

Structure and Organization

The heart of RI RID is its membership. Without members, Rl RID would not exist. Members fall into two
(2) categories: voting and non-voting. Voting Members include those who are Certified Members and
Associate Members. Non-voting members include those who are Supporting Members, Student
Members, Organizational Members, and Senior Citizen Members.

(For full descriptions on each member category, please refer to the Association Bylaws, pp. 7).



The Board of Directors is responsible for leading the organization. The Board of Directors consists of
eight (8) individuals:

. President

. Vice President

. Recording Secretary

. Correspondence Secretary

. Treasurer

. Member-at-Large

. Member-at-Large (Deaf)

. Past President (may serve as non-voting ex-officio member for one year)

O~NO O, WNPE

(For full descriptions f deaseRferaorthed AssdciatibniBylavs,pmd.s 6 dut i es, |

Organizational Chart of RI RID

Membership

Board of Directors

Member Treasurer Recording President Vice oSl (e Member

At Large Secretary President Secretary Eresif?_e_nt At Large
x-officio
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Article I.

NAME

The name of this corporation shall the Rhode
IslandRegistry of Interpreters for the Deaf, Inc.
(Designateds RI RID).

Section 17 Logo:

The official logo shall be an illustration of an anchor
with handshape glyphs that spell out-R-I-D
embedded in a ropghaped circle that contains the

text,

fi RI Registry of

Section 27 Publications:

Avrticle Il.

A. Rhode Island RID Newsis the official
publication of RI RID. It shall be
published no less than four times per
year.

B. The RI RID Membership Directory
shall be published annually.

OBJECTIVE

The principal objective of thisrganization is to
initiate, sponsor, promote, and execute policies and
activities that will further the profession of the
interpretation of American Sign Language and
English and the transliteration of English.

Section 17 Goals:

RI RID shall strive to:

A.

Maintain and promote the RID Code of
Professional Conduct for interpreters and
transliterators.

Support and encourage training and mentoring
opportunities for interpreters and transliterators
through cooperation with existing Interpreter
Training Rograms/Interpreter Preparation
Programs.

Act as the resource for education and
information about the role of professional
interpreters and transliterators.

Promote education and awareness of the ADA
and access to all service agenciesdrjunction
with the Rhode Island Association of the Deaf
(RIAD) and the Rhode Island Commission on
the Deaf and Hard of Hearing (Rl CDHH).
Maintain a current
interpreters and transliterators by licensure
category, and make this listimyailable upon
request to appropriate persons and/or agencies.
Support the activities of organizations of and for
people who are Deaf and Hard of Hearing,

J.

I nt er phjeetives of BRI RMDo r

Article IIl.

insofar as such activities are not in conflict with
the organizationoés
Advocatelegislation that supports the rights and
interests of interpreters and transliterators and
people who are Deaf and Hard of Hearing.
Support and promote the NARID National
Interpreter Certification in an effort to enhance
interpreter/transliterator sepgs.

Disseminate information to the membership in a
timely manner.

Raise funds to support the activities and

the Deafo.

MEMBERSHIP

Section 1- Categories of Membership:

This organization shall have the following categories
of non-transferable membership:

A. Voting Members
1. Certified Member
2. Associate Member

B. NonVoting Members
1. Supporting Member
2. Student Member
3. Organizational Member
4. Senior Citizen Member

Section 21 Eligibility:

A.

D.

E.

Certified Member: Any interpreter or
transliterator of American Sign Language and/or
English who is a Certified member of the
RID/NAD and who holds a valid Rhode Island
license to interpret/transliterate.

Associate Member: Any interpreter or
transliteratomwho is an Associate member of the
RID and who holds a valid Rhode Island license
to interpret/transliterate. An Associate Member
may be precertified or screened.

Supporting Member: Any necertified

individual who is not involved in the
interpretation ofAmerican Sign Language and/or
transliteration of English and has an

interest in supporting the purposes and activities
of this organization.

Student Member: Any preertified individual
currently enrolled in a course of study in the

I i st i n gnteprietatiBnl of ARBcBNOSEN Llanguagenaadéod

transliteration of English.

Organizational Member: Any organization or
institution with an interest in supporting the
purposes and activities of this organization.

goal s



F. Senior Citizen Member: Any person who is at
least 62 years old dnwho has an interest in
supporting the purposes and activities of Rl RID.

G. All RI RID members must agree in writing to
abide by the RID Code of Professional Conduct.

Section 3- Voting Rights and Requirements:

A. In order to be a voting member of RI RID, a
person must be a member in good standing and
belong to a voting category.

B. Each voting member of RI RID shall be entitled
to one vote in meetings, referenda, and elections.

C. Inorder to be considered a member in good
standing, a person mustfill the requirements
for Rl RID membership, must not be in arrears in
paying membership dues, and must not have
voluntarily withdrawn from membership nor
have been expelled from membership after
appropriate findingsreconsistent with lawful
provisions of federal anstate laws, and bylaws
of both RID and RI RID

D. In order to be eligible to vote Rl RID must
receive a memb2oftifediscal ues
year in which the vote occurs.

E. Any decisions made by the Board of Directors
may be vetoed by a twihird majorityvote of
those members eligible to vote during a regular
or special meeting of the membership.

Section 41 Termination of Membership:

An
terminated for the following reasons:

A. Suspension or expulsion as a resdilNational
RID, an individual may reapply for membership
to RI RID.

B. Nonpayment of dues beyond the sixtgy grace
period. Upon payment of appropriate dues/fees,
an individual 8s

C. Upon finding cause a recommendation may be
madeto the Rl RID Board of Directors. The
i ndividual 6s member ship
such time that it shall be reinstated.

D. Representation of RI RID without the knowledge
and approval of the RI RID Board of Directors.

E. Revocation of license by the StateRifode
Island Board of Examiners for Interpreters for
the Deaf. Upon verification of a valid license by
the State of Rhode Island Board of Examiners
for Interpreters for the Deaf, an individual may
reapply for membership to RI RID.

F. Resignation.

Section 57 Reinstatement:

A. A suspended member may apply to be reinstated
upon the recommendation of the Rl RID
Board of Directors.

B. A former member who satisfies the requirements
as outlined in the Rules and Regulations for
Licensing Interpreters for tHeeaf (R571-1D)
under RI General Law-31 Intepreters for the
Deaf may apply to be reinstated.

C. Membership suspension or revocation may be
appealed by folloimg the guidahes set forth
in the Rules and Regulations for Licensing
Interpreters fortie Deaf (R571-1D) under RI
General Law 571 Interpreters for the Deaf.

Section 67 Change in Membership Category:

A member who has a change in membershipgcaye
shallimmediately be entitled to the privileges
thereof. Beginning with the next fiscal year, all dues,
fees, and assessments for that member shall be based
on the new membership category.

by July 1
Section 77 Fees and Dues:

In order to remain in good standingm@mber must
pay annual dues by the first day of July of each fiscal
year, in amounts to be fixed by the Board of
Directors. Dues are in arrears as of Septembef 1
each fiscal year. The Board of Directors shall not
increase or decrease membership dyemdre than

i ndi vi duaihRIKIDmaybeb e r s h i pfen percent without a majority vote of its membership

no less than six months prior to the beginning of the
fiscal year. The dues shall be equal for all members
of each category, but different dues may be set for
each category. The Board of Bators may determine
and assign the payment of a reasonable late fee
and/or reinstatement fee.

me mb e r s hSeqtion BiaCpde lofdProflessional €andutt:e d .

Individual members of RI RID, while interpreting,
shadl fpllovibtee Cede sf Prefesdianal Camdudt i |
established antinplemented by the association and
shall be subject to the Ethical Practices System.

Article IV. BOARD OF DIRECTORS
Section 17 Composition of Board of Directors:

The RI RID Board of Directors shall be comprised of
a President, Vic€resident, Secratg Treasurer and
two MembersatLarge. In addition, the immediate
past President may serve as a-moting exofficio
member of the Board of Directors for one year.



Section 27 Powers and Limitations:

A. All Board Members shall have voting privileges
during all meetings while they hold the position.

B. All organizational powers shall be exercised by
or under the authority of the Board of Directors.
Unless so authorized by the Board of Directors, no
officer, agent or member shall have any power or
authaity to bind the organization by any contract or
engagement or to pledge its credit or to render it
liable monetarily for any purpose or in any amount.
All charges, responsibilities, and membership
directives shall persist until fulfilled regardless of any
changes to the makeup of the Board of Directors.

Section 31 Duties:
A. General Duties

1. Perform duties as prescribed by the voting
membership, the Board of Directors, or as
required by law.

2. Approve the budget of the organization
annually.

3. Providea comprehensive organization report
no later than ninety days after the end of
each fiscal year.

4. Attend at least three (3) Board of Directors
meetings per year to remain a Board
member in good standing.

B. Officers:

1. President

A. Represents the organizationall
appropriate activities.

B. Presides at meetings of the Members
and Directors.

C. Appoints committees.

D. Cosigrschecks with the
Secretary/Treasurer or any other person
designated through action of the Board
of Directors.

E. Provides at least serannuallyreports
to the membership concerning business,
Board of Directors activities, and
financial status of the organization.

2. Vice President
In the absence or disability of the President,
the VicePresident shall assume all duties of
the President.
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3. Secretary
A. Keeps complete and accurate record of
the proceedings of the Board of
Directors.
B. Supervises the keeping of all
organization records.

4. Treasurer

A. Superviss the receipt and safe keeping
of all organization funds.

B. Co-sigrs checks witlihe President b
any other persodesignagd through
action of the Boaraof Directors.

C. Provides financial reports at board
meetings, general meetings, and at the
convention.

5. MembersatLarge
Works with general membership and
members interest to assist in the
coordindion of activities and
communication with the membership and
serve as membership coordinators.

6. Immediate Past President
May serve as a newoting, exofficio
member of the Board of Directors for one
term.

Section 41 Qualifications:

All candidates for President and Vi€gesident shall
have been Certifiechemberof RID and Rl RID in
good standingrior to candidacy. The Sextary and
Treasurer shathavebeen membes of RID and RI
RID in good standing prior to candidacyt l&astone
Memberat-Large maybe a deaf member, who may
be a Supporting or Student member of Rl RID. The
other Membeiat-Large may be from any of the
membership categories. Membaits_arge shalhave
beenmembers in good standing of RI RID prior to
candidacy.

Section 51 Term of Office:

A. Officers (President, Vic€residentSecretary,
Treasurer, and Membesgd-Large) shall serve
two year terms. No officer shall hold the same
office for more than two consecutive terms.
Officers shall be elected by ballot asldall begin
their terms thereafter, and no later than October
1st of the election year.

B. The President and the two Membatd_arge
shall be elected biennially during odd rioen
years. The Vice Presidei@gcretary, and



Treasurer shall be elected higaly during even
years.

Section 61 Elections and Vacancies:
A. Elections:

1. Voting shall be done by separate, secret
ballot.

2. Asingle candidate running for office may be
elected by acclamation.

3. Two or more months prior to elections, the
President may chfor an appointment of the
nominations committee. This committee
shall develop a slate of candidates for the
election, and present it to the membership no
less than thirty days prior to the election.

B. Vacancies:

Vacancies of the Board of Directors areated upon
the death, resignation, or removal due to legal action
or for cause against any Director.

1. Removal of Directors: The Board of
Directors may declare vacant any office for
which the Director has been removed due to
legal action or for cause astdiled in
Robertédés Rules of

2. Resignation of Directors: Board members
may resign by giving written notice to the
President and Secretary/Treasurer.

3. Appointment to fill a vacancy: Any vacancy
occurring in the Board of Directors withsie
than one year remaining in the term may be
filled by the affirmative vote of a majority of
the remaining Board of Directors. A director
appointed to fill a vacancy shall be
appointed for the unexpired term of their
predecessor ds
more than one year, a special election must
be held within six months of the vacancy.

Section 77 Meetings of Directors:

A. The Board of Directors shall meet no less than
two times per year.

B. Special Meetings: the President or any two
Directors maycall Special meetings with a
majority vote of approval by the Board of
Directors.

C. Meetings by Electronic Conference: Any
meeting, regular or special, may be held by
electronic conference or similar communication
equipment, so long as all of the Directors

o ftefmisx e .
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participating in the meeting can communicate
with each other.

Section 87 Quorum

A majority of the Board of Directors is required to
attend in order to constitute a quorum.

Article V. COMMITTEES
Section 17 Appointment of Committees:

Upon approvaby the Board of Directors, the
President shall appoint any committees (standing,
special, and/or ad hoc).

A. Committees shall be composed of at least three
voting members who are in good standing to serve
for a specified term.

B. Any vacancies in the meratship of that

committee that are filled will follow the same
procedure.

C. For each committee, the President shall designate
a member of the Board of Directors to serve as a hon
voting member.

D. A majority of the entire committee constitutes a
qguorum.

Or d ek. ThélBylaws ComRitee istamlebe a standing

committee.
F. ThePolicy and Procedure Manual (PPM)
Committee shall be a standing committee.

Article VI. MEETINGS OF THE MEMBERS

Section 1- General Meetings:

The time and place @feneral membership meetings
shallbe designated by the Board of Directors with a
written notice of such to be given to the membership
at least one month prior to the meeting. General
rhektings bhall be corducted no &gk than four times
per fiscal year.

Section 21 Special Meetings:

The Board of Directors may call special meetings at
any time. Written notice of the time and place shall
be given to the membership at least twemtye days
prior to the meeting.

Section 37 Emergency Meetings:
If the President or the majority of tlB®ard of

Directors so determines the need, an emergency
meeting of the organization may occur. Written or
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other notice such as electronic mail shall be given no category must be approved by a tthirds maority

less than five days prior to the meeting. of the members voting fro that affected category.

Section 47 Quorums: Article X. NON-DISCRIMINATION POLICY

A quorum to conduct busineas general, special, or The RI RID shall not discriminate in matters of

emergency meetings or at the Convention shall be at certification, testing or membership on the basis of

least fifty-one percent afhe members in attendance age, color, creed, disability, ethnicity, hearing status,
national origin, race, religion, gender, or sexual

Section 57 Conventions: orientaion.

General membership meetings and special meetings Article XI. DISSOLUTION OF THE

shall constitute the major forums for the conducting ORGANIZATION
of business. The RI RID mayold a biennial
convention, which may replace the general The Organization may be dissolved upon the
membership meeting, on odd numbered years affirmative vote of a majority of the Board of
beginning in 1999. Directors and by a tw¢hirds vote of those voting
members still in existence at the time of dissolution.
A convention committee shall determine the location In thecase of dissolution, all net funds and assets left
of this meeting no less than six months prior to its after paying the organization
date. The convention committee shall determine its given to an organization for interpreters that are
activities with the approval of the Board. A final and determined by the membership.
financial report shall be submitted to the Board
within two months following the adjournment of the Article Xll. PARLIAMENTARY AUTHORITY
convention.
The rules contained in the current editiorRodb b er t 6 s
Article VII. INSPECTION RIGHTS AND Rules of Order Newly RevissHall govern the
ORGANIZATION SEAL organization in all cases to which they are applicable

and consistent with these Bylaws and any special
A copy of the organi zat i onubesof@delttsewrganizason mapadog.e d t o
date shall be open to inspection by the members of
the organization. Inspection can alsorbade of
minutes of proceedings of the members or of the
Board or committees, upon written request to the
organization by the member, and with a-bersiness
day notice for a purpose reasonably related to such
personds interests gopmaya member . The RI RI'D | o
be used by the organization for official and/or
approved purposes only. An individual member may
not use the logo for their personal use.

Article VIll. FISCAL YEAR OF THE
ORGANIZATION

Fiscal year of the organization shall begin on the first
day d July and end on the thirtieth day of June of
each year.

Article IX. AMENDMENT OF THE BYLAWS

The Bylaws may be amended or repealed by approval
of two-thirds majority of the voting members of the
organization, eligible and voting during a regular or
special meeting of the membership, with sixty days
prior notice. However, any amendment that would
materially and adversely affect the rights of a specific
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PURPOSE

The purpose of this policy is to ensure that Rl RID complies with the Affiliate Chapter requirements as
determined by the RID National Office.

PERSONS AFFECTED/SCOPE
This policy shall pertain to the Rl RID Board of Directors and the Rl RID Membership.

POLICY

14

2.1.0

Affiliate Chapter Requirements

The RI RID President, with the assistance of the RI RID Board of Directors and the Rl RID
Committees, shall be responsible for ensuring that all documentation required by the Affiliate
Chapter is completed and submitted to the RID Region | Representative and RID National Office

by the appropriate time.

DEFINITIONS
Word/Term Definition
Affiliate Chapter A branch of an organization.

LEGISLATIVE CONTEXT

Name Location
N/A
PROCEDURES
Procedure Steps Responsibility
2.1.0 Affiliate Chapter Requirements
2.1.0.1 | RI RID shall complete the following tasks by the appropriate President with assistance
deadlines (please refer to Figure 2.1.0-A: RID Affiliate Chapter from:
Requirements):
2.1.0.2 | 1.) Bylaws and Policy and Procedure Amendments (as occurs) Bylaws and PPM Committee
2.1.0.3 | 2.) Changes in contact info : AC Mailing address, Board of President
Directors, Newsletter Editor, and CMP Coordinator (as occurs)
2.1.0.4 | 3.) One copy of each AC newsletter (as occurs) Newsletter Editor
2.1.0.5 | 4.) Minutes of all meetings (as occurs) Recording Secretary
2.1.0.6 | 5.) Letter stating any tax related changes (as occurs) Treasurer
2.1.0.7 | 6.) Copy of current membership listing (as occurs) Correspondence Secretary
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2.1.0.8 | 7.) IRS Form 990 (within 90 days after end of the AC fiscal year)

Treasurer

2.1.0.9 | 8.) Annual Report (within 90 days after end of the AC fiscal year)

President, Committees,
Treasurer

SUPPORTING DOCUMENTATION

Form Retention Time

Retention Location

N/A

Related Material

Name Location Document Type
RID Affiliate Chapter Requirements RI RID Policy and Chart

(Figure 2.1.0-A) Procedure Manual

REVISION HISTORY

Version Number Approval Date Approved by Amendment

1




RID Affiliate Chapter Requirements (Figure 2.1.0-A)

. Certified copy of financial statement

ITEM DUE DUE TO WHOM
DATE
All Bylaws and Policy and Procedure As Occurs | RID Director of Member Services
Amendments & Region Rep
Changes in contact info for any of the following:
a) AC Mailing Address
b) AC Board of Directors As Occurs RID Director of Member Services
c) AC Newsletter Editor & Region Rep
d) AC CMP Coordinator
One copy of each AC newsletter (hard copy or As Occurs RID Director of Member Services
electronic) & Region Rep
Minutes of all meetings (Board and General As Occurs RID Director of Member Services
Membership) & Region Rep
Letter stating any tax related changes within the As Occurs RID Director of Member Services
AC & Region Rep
Copy of current membership listing As Occurs RID Director of Member Services
& Region Rep
Within 90
IRS Form 990: Return of Organizations: Exempt Days After IRS
from Income Tax End of the
AC Fiscal
Year
Annual Report which includes:
1. Contact information for the AC Leadership
2. Major AC events for the year Within 90
3. Listing of workshops sponsored or co-sponsored | Days After
4. All annual committee reports End of the | RID Director of Member Services
5. Copies of letters regarding political actions AC Fiscal & Region Rep
6. AC problems and solutions (not grievance info) Year
7
8

. Copy of the IRS Form 990
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PURPOSE
The purpose of this policy is to explain the protocol for the meetings of the RI RID Board of Directors.

PERSONS AFFECTED/SCOPE

This policy shall pertain to the RI RID Board of Directors and the Rl RID Membership.

18

POLICY

2.2.0 Meetings and Parliamentary Procedure

2.2.1 Meetings of Directors
All meetings of the RI RID Board of Directors shall be followed according to the procedures
outlined below.

DEFINITIONS

Word/Term Definition

N/A

LEGISLATIVE CONTEXT

Name Location
N/A
PROCEDURES
Procedure Steps Responsibility
2.2.1 Meetings of the Directors
2.2.1.1 | The RI RID Board of Directors shall meet no less than two (2) times per Board of Directors
fiscal year.
2.2.1.2 | The RI RID President or any two (2) Rl RID Directors shall call Special Board of Directors
meetings with a majority vote of approval by the Board of Directors.
2.2.1.3 | Any meeting, regular or special, may be held by electronic conference or | Board of Directors
similar communication equipment, so long as all of the RI RID Directors
participating in the meeting can communicate with each other.
2.2.1.4 | A majority of the RI RID Board of Directors shall be required to attend in Board of Directors
order to constitute a quorum.
2.2.1.5 | The RI RID Recording Secretary shall keep a complete and accurate Recording
record of all Board of Directors meetings and shall keep the minutes on Secretary
file (approval of Board minutes is not required).
2.2.1.6 | The RI RID President shall be responsible for developing the agenda for President
the Board of Directors meetings, and for planning and presiding over the
meeting.
2.2.1.7 | The RI RID Vice President shall be responsible for developing the Vice President
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agenda for the Board of Directors meetings, and for planning and
presiding over the meeting, in the absence of the President.

SUPPORTING DOCUMENTATION

Form Retention Time

Retention Location

RI RID Association Bylaws Permanent

www.ririd.org

Related Material
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PURPOSE
The purpose of this policy is to explain the protocol for the meetings of the RI RID Members.

PERSONS AFFECTED/SCOPE

This policy shall pertain to the Rl RID Board of Directors and the Rl RID Membership.

20

POLICY

2.2.0 Meetings and Parliamentary Procedure

222 Meetings of the Members
All meetings of the RI RID Members shall be followed according to the procedures outlined
below.

DEFINITIONS

Word/Term Definition

N/A

LEGISLATIVE CONTEXT

Name Location
N/A
PROCEDURES
Procedure Steps Responsibility
2.2.2 Meetings of the Members
2.2.2.1 | The RI RID General Membership meetings shall be conducted no less Membership
than four (4) times per fiscal year.
2.2.2.2 | The time and place of General Membership meetings shall be Board of Directors
designated by the RI RID Board of Directors with a written notice of such
that shall be given to the membership at least one (1) month prior to the
meeting.
2.2.2.3 | The RI RID Board of Directors may call Special meetings at any time. Board of Directors
Written notice of the time and place shall be given to the membership at
least twenty-one (21) days prior to the meeting.
2.2.2.4 | If the RI RID President or the majority of the Board of Directors so Board of Directors
determines the need, an Emergency meeting of the organization shall
occur. Written or other notice, such as electronic mail, shall be given no
less than five (5) days prior to the meeting.
2.2.2.5 | A quorum to conduct business at General, Special, or Emergency Membership
meetings or at the Convention shall be at least fifty-one (51) percent of
the voting membership.
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2.2.2.6

The RI RID General Membership meetings and special meetings shall
constitute the major forums for the conducting of business. RI RID may
hold a Biennial Convention, which may replace the General Membership
meeting, on odd numbered years beginning in 1999.

Membership

2227

A Convention Committee shall determine the location of this meeting no
less than six (6) months prior to its date. The Convention Committee
shall determine its activities with the approval of the Board. A final report
and financial report shall be submitted to the Board within two (2)
months following the adjournment of the Convention.

Convention
Committee
Board of Directors

2.2.2.8

The RI RID Recording Secretary shall be responsible for keeping a
complete and accurate record of all member meetings (General,
Special, or Emergency). These minutes shall be kept on file after
approval from the membership.

Recording
Secretary

2.2.2.9

The RI RID Treasurer shall be responsible for providing a complete and
accurate Financial Report for all General Quarterly Meetings. Copies
shall be made and distributed to all members in attendance. The reports
shall be kept on file after approval from the membership.

Treasurer

2.2.2.10

The RI RID President shall be responsible for developing the agenda for
the meeting (General, Special, Emergency) and for planning and
presiding over the meeting.

President

22211

The RI RID Vice President shall be responsible for developing the
agenda for the meeting (General, Special, Emergency) and planning
and presiding over the meeting, in the absence of the President.

Vice President

SUPPORTING DOCUMENTATION

Form Retention Time Retention Location
RI RID Association Bylaws Permanent www.ririd.org

Related Material
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Sample Agenda (Figure 2.2.2-A) RI RID Policy and Procedure Manual Agenda
REVISION HISTORY

Version Number Approval Date Approved by Amendment
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Sample Meeting Agenda (Figure 2.2.2-A)
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Meeting Type
Meeting Date
Meeting Location

Call to Order

Approval of Minutes

Reports:
Officers:
President
Vice President
Recording Secretary
Correspondence Secretary
Treasurer
Members-at Large
Committees:
Committee Report 1
Committee Report 2
Committee Report 3
Old Business:
New Business:

Announcements:

Adjournment:
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PURPOSE
The purpose of this policy is to explain the manner in which RI RID meetings shall be governed.

PERSONS AFFECTED/SCOPE
This policy shall pertain to the Rl RID Board of Directors and the Rl RID Membership.

POLICY

2.2.0 Meetings and Parliamentary Procedure

2.2.3 Parliamentary Procedure
Meetings of the RI RID organization are encouraged to be in accordance with the rules
contained in the current editonof Rober t 6s Rul es of dioall dases to NEcw |
they are applicable and consistent with the Rl RID Bylaws and any special rules of order the
organization may adopt.

DEFINITIONS

Word/Term Definition

N/A

LEGISLATIVE CONTEXT

Name Location
N/A
PROCEDURES
Procedure Steps Responsibility
2.2.3 Parliamentary Procedure
2.2.3.1 | All business meetings (General, Special, Emergency) are encouraged to | Membership
be in accordance with the rules contained in the current edition of
Robertédés Rules of Order Newly Revi
2.2.3.2 | The RI RID Board of Directors may decide not to conduct meetings in Board of Directors

accordancewithRobert 6s Rul es of i©Order N e

iln a board meeting where there af
present, some of the formality that is necessary in a large assembly

would hinder business. The rules governing such meetings are different
from the rules that hold in assemblies, in the following respects:

Members are not required to obtain the floor before making motions or
speaking, which they can do while seated.
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Motions need not be seconded.

There is no limit to the number of times a member can speak to a
question, and motions to close or limit debate generally should not be
entertained.

Informal discussion of a subject is permitted while no motion is pending.
When a proposal is perfectly clear to all present, a vote can be taken
without a motionds having been int
unanimous consent, however, all proposed actions of a board must be
approved by a vote under the same rules as in other assemblies, except
that a vote can be taken initially by a show of hands, which is often a
better method in such meetings.

The Chairman need not rise while putting questions to vote.

The Chairman can speak in discussi

(From RRO, Chapter XVI, 48).

2.2.3.3 | In the event of a contested issue or a gathering of a large group of Board of Directors
individuals, reverting to the formalityof Rober t 6s Rul es o
Revised shall be recommended.

2.2.3.4 | All RI RID members are encouraged to become familiar with Ro b e r t § Membership
Rules of Order Newly Revised.

SUPPORTING DOCUMENTATION

Form Retention Time Retention Location

RI RID Association Bylaws Permanent www.ririd.org

Related Material
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RI RID Policy and Procedure Manual

Part Two. Organizational Policies and Procedures
Section 3. Minutes
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PURPOSE
The purpose of this policy is to ensure that all organizational minutes are written consistently and include
all of the necessary components as determined by RI RID and the RID National Office.

PERSONS AFFECTED/SCOPE
This policy shall pertain to the RI RID Board of Directors and the Rl RID Membership.

POLICY

2.3.0 Minutes

2.3.1 Format

The RI RID Recording Secretary shall keep a complete and accurate record of all Board of
Di r e c teeting8, sl Quarterly General meetings, and all Special meetings following the
appropriate format provided.

DEFINITIONS

Word/Term Definition

Minutes The official record of the proceedings at a meeting of a society, committee,
or other group.

LEGISLATIVE CONTEXT

Name Location
N/A
PROCEDURES
Procedure Steps Responsibility
23.1 Format
2.3.1.1 | All minutes shall include the following (Please refer to Form 2.3.1-A for Recording
example): Secretary

Name of group

Place, time and date of meeting

Kind of meeting (Board, General, Special)

List names of all present

List guests

List minutes approved, revised, tabled, corrected

List items discussed on the agenda

Keep minutes to the point (use headings and subheadings)

Keep minutes objective and impartial (factual and devoid of emotion)
Include actions and person responsible
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Record meeting adjournment time Recording
The Recording Secretarybs/ Pr esi del Secretary

2312|0n a separate sheet include fAAct i ¢Recording
responsible for such actions with deadlines, and place at the end of the Secretary
minutes.

2.3.1.3 | Minutes should be transcribed no later than two (2) weeks after the Recording
meeting. Minutes will be distributed to Board for review as soon as Secretary
possible.

2.3.1.4 | All previous meeting minutes (and others not yet approved) shall be Recording
brought to the subsequent meeting for vote and approval. Secretary

2.3.1.5 | Once voted and approved, minutes shall be filed in a Minutes book and/or | Recording
distributed to the Webmaster for inclusion on website. Secretary

SUPPORTING DOCUMENTATION

Form Retention Time Retention Location

Section 29: Successful Scribing: How to Take | Permanent RID Affiliate Chapter

Effective Board/Committee Minutes Handbook
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Sample Meeting Minutes (Figure 2.3.1-A)

Meeting Type
Meeting Date
Meeting Location
Present:
First Name, Last Name, Position

Call to Order:
Time

Approval of Minutes:
Date of minutes approved

Reports:

Officers:
President
Vice President
Recording Secretary
Correspondence Secretary
Treasurer
Members-at-Large

Committees:

Committee Report 1
Committee Report 2
Committee Report 3

Old Business:
Topic-Motion, Moved (First Name, Last Name), Seconded (First Name, Last Name), Discussion,
Passed/Failed

New Business:
Topic-Motion, Moved (First Name, Last Name), Seconded (First Name, Last Name), Discussion,
Passed/Failed

Announcements:
List

Meeting Adjourned:
Time

First Name, Last Name, Recording Secretary

First Name, Last Name, President




Sample Meeting Minutes (Figure 2.3.1-A) (continued)
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Action Items:

Action

Deadline

Person Responsible




PURPOSE
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The purpose of this policy is to establish a Minutes Book to be used as a reference resource during all

meetings.

PERSONS AFFECTED/SCOPE
This policy shall pertain to the Rl RID Board of Directors and the Rl RID Membership.

POLICY

2.3.0 Minutes

2.3.2 Minutes Book

The RI RID Recording Secretary (with assistance from the Board of Directors) shall provide an
official Minutes Book, a compilation of all previously approved minutes, to be used as a
reference during Board, General, and Special meetings.

DEFINITIONS
Word/Term Definition
Minutes The official record of the proceedings at a meeting of a society, committee,

or other group.

LEGISLATIVE CONTEXT

Name

Location

N/A

PROCEDURES

Procedure Steps

Responsibility

2.3.2 Minutes Book

2.3.2.1 | The Recording Secretaryshallc r eat e t he or gani z al Recording Secretary/

Board of Directors

2.3.2.2 | He/she shall bring it to all meetings to be used as a resource for
referencing prior motions/decisions made by the membership.

Recording Secretary/
Board of Directors

2.3.2.3 | He/she shall keep the Minutes Book in a secure, locked place for
safety. A backup copy of the Minutes Book shall be kept in a separate Board of Directors
location in the event of fire, loss, or theft.

Recording Secretary/

SUPPORTING DOCUMENTATION

| Form

| Retention Time

| Retention Location
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PURPOSE
The purpose of this policy is to explain the process to be used to ensure that meeting minutes are
completed in the absence of the Recording Secretary.

PERSONS AFFECTED/SCOPE
This policy shall pertain to the Rl RID Board of Directors and the Rl RID Membership.

32

POLICY
2.3.0 Minutes
2.3.3 Absence of Recording Secretary

In the absence of the Recording Secretary, the Rl RID President shall designate a member of
the Board of Directors or of the General Membership to keep a complete and accurate record of

the meeting.
DEFINITIONS
Word/Term Definition
Minutes The official record of the proceedings at a meeting of a society, committee,
or other group.

LEGISLATIVE CONTEXT

Name Location

N/A

PROCEDURES
Procedure Steps Responsibility

2.3.3 Absence of Recording Secretary

2.3.3.1 | During any meeting where the Recording Secretary is unavailable, the President/Board of
President shall designate a substitute recorder. Directors/Membership

2.3.3.2 | The substitute recorder shall take meeting minutes (following Substitute Recorder
procedures outlined in Section 2.3.1).

SUPPORTING DOCUMENTATION

Form Retention Time Retention Location
Section 29: Successful Scribing: How to Take | Permanent RID Affiliate Chapter
Effective Board/Committee Minutes Handbook
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PURPOSE
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The purpose of this policy is to designate the Rl RID President as the committee-appointing authority for

RI RID.

PERSONS AFFECTED/SCOPE
This policy shall pertain to the Rl RID Board of Directors and the Rl RID Membership.

POLICY

2.4.0 Committees

2.4.1 Appointments
The RI RID President shall appoint any committees, including standing, special, and/or ad hoc
committees.

DEFINITIONS

Word/Term Definition

Standing Committee

Standing committees can include, but are not limited to, the following:

Ad Hoc Committee

Targets specific issues or projects within a timely fashion.

Bylaws Committee

Recommends bylaws changes and assures that the current bylaws are
adhered to.

Convention Committee

Plans any statewide conventions and bids to host any regional or national
conventions.

Evaluation/Certification
Committee

Keeps abreast of the procedures for acquiring certification and any
maintenance programs developed for certified members.

Fundraising Committee

Generates financial supportfort he or gani zationébés ac

Legislative Committee

Keeps abreast of legislation that may affect the field of interpreting.

Long Range Planning
Committee

Develops long range goals and objectives of the organization.

Membership Committee

Recruits and provides orientation for new chapter members. Keeps
membership lists.

Nominations Committee

Generates lists of names of members who are interested and willing to serve
on various committees and other elected capacities within the chapter.

Policy and Procedure
Manual Committee

Recommends policy and procedure changes and assures that the current
policies and procedures are adhered to.

Professional
Development Committee

Develops and plans workshops and other professional development
activities.

Professional Standards
Committee

Prevents potential grievances by educating the community about RID, the
Code of Professional Conduct, and the interpreting profession. Acts as a
resource for interpreters concerning situations that could cause conflict and
grievances.

Public Relations
Committee

Networks and communicates between the organization and those not
familiar with the interpreting profession. Advocates for the rights of
interpreters and Deaf individuals.

Publications Committee

Creates and distributes the organiz at i on6s newsl etter

Scholarship Committee

Develops guidelines of the scholarship program, raises monies for the
scholarship, and awards the scholarship.




LEGISLATIVE CONTEXT
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Name Location

N/A

PROCEDURES
Procedure Steps Responsibility

2.4.1 Appointments

2.4.1.1 | Committees shall be composed of at least three (3) voting members to Membership
serve for a specified term.

2.4.1.2 | Any vacancies (in the membership of any committee) that are filled shall Membership
follow the same procedure.

2.4.1.3 | For each committee, the President shall designate a member of the RI President
RID Board to serve as a non-voting member.

2.4.1.4 | A majority of the entire committee shall constitute a quorum. Membership

2.4.1.5 | Selection and appointments to committees shall take into consideration President
the following: Membership
Commi tteeds charge(s)
Hi story of member és RI RI'D invol veg
Member 6s personal skills and exper
Cultural diversity

2.4.1.6 | Each committee Chairperson, Member, and Board Liaison shall serve at Board of Directors
the pleasure of the Rl RID President and the RI RID Board, and responds | Membership
to goals and objectives mandated by the membership or the Board.

SUPPORTING DOCUMENTATION

Form Retention Time Retention Location
RI RID Association Bylaws Permanent www.ririd.org
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PURPOSE
The purpose of this policy is to explain the roles and responsibilities of the committee Chairperson(s), the
Board Liaison, and Committee members.

PERSONS AFFECTED/SCOPE
This policy shall pertain to the Rl RID Board of Directors and the Rl RID Membership.

POLICY

2.4.0 Committees

2.4.2 Roles and Responsibilities

The roles and responsibilities of the committee Chairperson(s), the Board Liaison, and
Committee members shall be followed according to the procedures below.

DEFINITIONS

Word/Term Definition

Liaison The contact or connection maintained by communications between any
organization in order to ensure concerted action, cooperation, etc.

LEGISLATIVE CONTEXT

Name Location
N/A
PROCEDURES
Procedure Steps Responsibility
2.4.2 Roles and Responsibilities
2.4.2.1 | The committee Chairperson(s) shall be responsible for the following Committee
tasks. He/she shall: Chairperson(s)

Provide regular reports to the Rl RID Board

Write reports for the RI RID newsletter

Work with the Rl RID Board Liaison to keep within committee budget (if
any)

Plan for and preside over meetings

Respond to issues in a timely and expeditious manner

File written reports on a regular basis to the RI RID Board (Reports
identify the committeebds charge, ¢
reports on progress made)

2.4.2.2 | The RI RID Board Liaison shall be responsible for the following tasks. Board Liaison
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He/she shall:

Serve as an intermediary between the Board of Directors and the
committee

Encourage and monitor the timely completion of committee charges and
issues

Bring committee recommendations to the Board in the form of motions,
when appropriate

Work with the committee to determine budget needs, if any

Help to set meeting dates and help to develop the agenda

(Note: Notification of open committee meetings shall be shared with the
membership at least thirty (30) days prior to the meeting. Prior notification
shall include a tentative agenda. Meetings shall be scheduled at times
when a majority of committee members and the RI RID Board Liaison
may attend)

2.4.2.3 | Committee Members shall be responsible for the following tasks. He/she Committee
shall: Members
Remain in good standing of Rl RID
Attend meetings (or notify Chairperson of absence with prior notice)
Complete all assigned tasks as delegated by the Chairperson
Help to determine budget, if any
Support the committee Chairperson(s) and Board Liaison in completing
the charge(s) of the committee
SUPPORTING DOCUMENTATION
Form Retention Time Retention Location
Section 11: Committees: Where the Rubber Permanent www.rid.org
Meets the Road, RID Affiliate Chapter
Handbook
Related Material
Name Location Document Type
N/A
REVISION HISTORY
Version Number Approval Date Approved by Amendment

1
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PURPOSE
The purpose of this policy is to establish a protocol for reimbursing committee members for expenses
incurred as a result of Rl RID-related business.

PERSONS AFFECTED/SCOPE
This policy shall pertain to the RI RID Board of Directors and the RI RID Membership.

POLICY

2.4.0 Committees

2.4.3 Reimbursement

Any RI RID Committee Member shall be reimbursed for any Rl RID approved related business
according to the procedures below.

DEFINITIONS
Word/Term Definition
Reimbursement To payback; refund; repay.

LEGISLATIVE CONTEXT

Name Location

N/A

PROCEDURES
Procedure Steps Responsibility

2.4.3 Reimbursement

2.4.3.1 | Those eligible for reimbursement expenses shall be any committee Board of Directors
member of Rl RID, who has received approval (from the Rl RID Board of | Committee
Directors) to attend to business on behalf of the organization. Requests Members

shall be approved by the Board of Directors in advance of the purchase in
order to obtain reimbursement. (Funding is limited and discernment shall
be used when making any requests).

2.4.3.2 | Any requests for reimbursement shall be made using the Reimbursement | Board Liaison
Request Form (Form 2.4.3-A) and shall be submitted to the Board of
Directors for approval. The requester shall send the completed and
signed Reimbursement Request Form to the Board with copies of
receipts and/or projected costs attached.

2.4.3.3 | The Board of Directors shall approve or not approve the reimbursement Board of Directors
request and shall notify the requester within two (2) weeks of a decision
that shall be sent via email.

2.4.3.4 | If the Board of Directors approves the request for reimbursement, the RI Board of Directors
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decision. Treasurer shall keep all completed request forms on file.

RID Treasurer shall remit payment to requester within thirty (30) days of a | Treasurer

SUPPORTING DOCUMENTATION

Form Retention Time

Retention Location

Sample Reimbursement Request Form (Form | Permanent
2.4.3-A)

RI RID Policy and Procedure
Manual
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Sample Reimbursement Request Form (Form 2.4.3-A)
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Committee Name:

*Reimbursement for (how funds will be used):

Submitted by:

Name

Address

Phone

Email

Please remit this form to:

Rhode Island Registry of Interpreters for the Deaf, Inc.
PO Box 20056

Cranston, R1 02920

Please email questions to: ririd_us@yahoo.com

**Please attach all receipts/projected costs to this form.

| declare the above information to be true and accurate.

Signature Date

(Board of Directors Use)

Approved Signature/Date of Board Member

Not approved Signature/Date of Board Member

Date Processed Check # Amount $



mailto:ririd_us@yahoo.com

RI RID Policy and Procedure Manual

Part Two. Organizational Policies and Procedures
Section 5. Fundraising

42
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PURPOSE
The purpose of this policy is to designate a Fundraising Committee and to define its duties. (This
commi ttee shall be in compliance with RI RIDO&s byl aws

PERSONS AFFECTED/SCOPE
This policy shall pertain to the Rl RID Board of Directors and the Rl RID Membership.

POLICY

2.5.0 Fundraising

251 Fundraising Committee

The RI RID Fundraising Committee shall be responsible for generating financial support for the
organi zationdbés activities.

DEFINITIONS
Word/Term Definition
Fundraising Generating financial s agivitiesrt f or an

LEGISLATIVE CONTEXT

Name Location

N/A

PROCEDURES
Procedure Steps Responsibility

25.1 Fundraising Committee

2.5.1.1 | The Fundraising Committee shall convene as needed to create, Fundraising Committee/
research and propose various fundraising endeavors. Such Board of Directors/
endeavors shall include: Membership

Activities (car wash, bake sale, etc.)

Grant Writing
Sponsorships/Solicitations (asking individuals or organizations for
money)
2.5.1.2 | Fundraising Committee shall apprise the Board of Directors and Fundraising Committee
General Membership of their proposals, either orally, written, or via
email.
2.5.1.3 | Board of Directors shall respond within two weeks via orally or email Board of Directors
with a decision.
2.5.1.4 | If approved, proposing entity shall begin work on Fundraising Fundraising Committee
endeavor.

2.5.1.5 | Fundraising Committee shall be responsible for all aspects of Fundraising Committee
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implementation of event/fundraiser, including but not limited to:
Recruiting volunteers

Delegating responsibilities for what needs to be done

Meeting with possible funders/sponsors/donors

Writing solicitation/sponsorship letters

Getting necessary approval/contracts from venues (rentals, use of
meeting space, food vendors, etc.)

Marketing of event (flyers, ads, email distribution)

Handling of funds (in conjunction with the RI RID Treasurer)
Sending thank-you letters to those who contributed, made donations

Evaluating the success of the fundraising endeavor

SUPPORTING DOCUMENTATION
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PURPOSE
The purpose of this policy is to ensure that any Rl RID-initiated fundraising activity has gone through the
appropriate approval process as determined by the organization.

PERSONS AFFECTED/SCOPE

This policy shall pertain to the Rl RID Board of Directors and the Rl RID Membership.

POLICY

45

2.5.0

Fundraising

2.5.2

Approval

Any RI RID-initiated fundraising activity shall be approved by the Board of Directors before being

implemented.

DEFINITIONS

Word/Term Definition

Fundraising Generating financial support for an

LEGISLATIVE CONTEXT

Name Location

N/A

PROCEDURES
Procedure Steps Responsibility

25.2 Approval

2.5.2.1 | The Fundraising Committee (or any Rl RID member) shall propose a Fundraising
fundraising endeavor. Such fundraising endeavors shall include: Committee

Board of Directors

Activities (car wash, bake sale, etc.) Membership
Grant Writing
Sponsorships/Solicitations (asking individuals or organizations for money)

2.5.2.2 | Fundraising Committee or member shall include in their proposal (need Fundraising
not be in writing): Committee
Purpose of the activity
Anticipated Revenue
Anticipated Expenses
Human Resources Needed
What the funds earned will be used for

2.5.2.3 | Board of Directors shall respond within two weeks via orally or email with | Board of Directors
a decision.

2.5.2.4 | If approved, proposing entity shall begin work on Fundraising endeavor. Committee
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PURPOSE
The purpose of this policy is to ensure that solicitations/sponsorships for the purpose of fundraising are
done in a professional, systematic, and consistent manner.

PERSONS AFFECTED/SCOPE

This policy shall pertain to the Rl RID Board of Directors and the Rl RID Membership.
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POLICY
2.5.0 Fundraising
2.5.3 Soliciting Donations/Sponsorships

Solicitations/Sponsorships made of individuals or organizations for the purpose of Rl RID

fundraising, shall be made in writing following the procedures outlined.

DEFINITIONS
Word/Term Definition
Solicitation Asking for money, donations, contributions.

Sponsorship

A person or agency that endorses or promotes an organization by
purchasing time (radio/tv) or space (print) to advertise its product.

LEGISLATIVE CONTEXT

Name Location
N/A
PROCEDURES
Procedure Steps Responsibility
2.5.3 Soliciting Donations/Sponsorships
2.5.3.1 | RI RID members shall clearly identify the following items in any letter Fundraising
soliciting donations/sponsorships from an individual or organization: Committee
Board of Directors
RI RID Logo Membership
Mission statement of RI RID
Goals of the project for which funds are requested
Obijectives of the project
What services/function the project will provide
Anticipated results of the project
2.5.3.2 | Required items shall be condensed to one page, single-spaced. Membership
2.5.3.3 | Follow up on the letter via a phone call or visit to the potential funder. Membership
2.5.3.4 | If an organization grants funds that have been requested, ensure a thank- | Membership
you note is sent in addition to a follow up letter regarding the results of
the project.
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2.5.3.5 | If funds are not granted, Rl RID shall send a thank-you note anyway.

Membership

2.5.3.6 | Refer to example letters (Figures 2.5.3-A, 2.5.3-B, 2.5.3-C).

Membership

SUPPORTING DOCUMENTATION
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Related Material

Name

Location

Document Type

Sample Solicitation/Sponsorship Letter
(Figure 2.5.3-A)

RI RID Policy and
Procedure Manual

Sample Letter

Sample Thank You Letter- Funds Granted
(Figure 2.5.3-B)

RI RID Policy and
Procedure Manual

Sample Letter

Sample Thank You Letter- Funds Not Granted
(Figure 2.5.3-C)

RI RID Policy and
Procedure Manual

Sample Letter

REVISION HISTORY

Version Number Approval Date

Approved by

Amendment

1
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Sample Solicitation/Sponsorship (Figure 2.5.3-A)

\

{\/—\ +% R.I Registry of Interpreters for the Deaf

-;- P.O. Box 20056
'Q;, u{}'/ Cranston, Rl 02920

Donor Address

Dear Supporting Organization,

The Rhode Island Registinterpreters for the Deaf (RID) is the professional organization for

Interpreters and Transliterators of American Sign Language and English in the state of Rhode Island. The
principle objectives of our organization are to initiate, sponsor, promane, execute policies and

activities that will further the profession of interpretation and transliteration of American Sign Language
and English to better serve Deaf and Hard of Hearing individuals.

Because we are a negorofit 501(c)8) organization, weely on various fundraising activities to meet our
objectives. Orlate, RIRID will be hostingame of eventlt is our hope that the funds raised from this
endeavor willanticipated resultWe are currently in the process of soliciting donations for ¢visnt

and your tax deductible contribution would be greatly appreciated.

To support this worthwhile event, please make your check payable to Rl RID and retain this letter along
with our EIN number (xxxxxxxxX) for your tax records.

Thank you for suppoirig our organization and for making this event a success!

Sincerely,

Name
Position
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Sample Thank You Letter (Funds Granted) (Figure 2.5.3-B)

R.I Registry of Interpreters for the Deaf
P.O. Box 20056
Cranston, RI1 02920

Donor Address

Dear Supporting Organization,

Thank you for your kind argeneroussponsorship/donation/contributiorior our recent fundraising
activity name of eventheld ondate and locationBecause of your support, our organizati@sult
accomplishedThe funds from this event will go towardew funds will be used

You can read about this exciting event, and your important part in it, in the upcoming issue of our
newsletter, which we will email to you month.

Thank you again faupporting this wortlwhile event!

Sincerely,

Name
Position

The Rhode Island Registry of Interpreters for the Deaf (Rl RID) is the professional organization for Interpreters and
Tranditerators of American Sign Language and English in the state of Rhode Island. The principle objectives of our organization
are to initiate, sponsor, promote, and execute policies and activities that will further the profession of interpretation and
transiteration of American Sign Language and English to better serve Deaf and Hard of Hearing individuals.
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Sample Thank You Letter (Funds Not Granted) (Figure 2.5.3-C)

R.I Registry of Interpreters for the Deaf
P.O. Box 20056
Cranston, RI1 02920

Donor Address

Dear Supporting Organization,

Thank you for your consideration $ponsoring/donating/contributingo our recent fundraising activity
name of eventheld ondate and locationOur organization hopes you will consider a making a tax
deductible contribution towards one of our worthwhile events in the future.

Thank you again forour time and consideration.

Sincerely,

Name
Position

The Rhode Island Registry of Interpreters for the Deaf (Rl RID) is the professional organization for Interpreters and
Transliterators of American Sign Language and English in the state of Rhode Island. The principle objectives of ouolrganizat
are to intiate, sponsor, promote, and execute policies and activities that will further the profession of interpretation and
transliteration of American Sign Language and English to better serve Deaf and Hard of Hearing individuals.
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PURPOSE
The purpose of this policy is to ensure that no individual member or member(s) of Rl RID misrepresent(s)
the organization in order to acquire funds for personal profit.

PERSONS AFFECTED/SCOPE
This policy shall pertain to the Rl RID Board of Directors and each individual in the RI RID Membership.

POLICY

2.5.0 Fundraising

254 Misrepresentation

No Board member nor individual member(s) of Rl RID shall use the auspices of the organization
to solicit funds, sponsorships, or donations for personal profit.

DEFINITIONS

Word/Term Definition

Solicitation Asking for money, donations, contributions.

Sponsorship A person or agency that endorses or promotes an organization by
purchasing time (radio/tv) or space (print) to advertise its product.

LEGISLATIVE CONTEXT

Name Location

N/A

PROCEDURES
Procedure Steps Responsibility

2.5.4 Misrepresentation

2.5.4.1 | Representation of RI RID without the knowledge and approval of the RI Board of Directors
RID Board of Directors shall be grounds for termination of membership. Membership

2.5.4.2 | Members shall be suspended from membership if found to have Board of Directors
fraudulently solicited donations that were used for personal profit. Membership

2.5.4.3 | Upon finding cause, a recommendation may be made to the Rl RID Board of Directors
Board of Directors. The indivi dua l Membership

such time that it shall be reinstated. Board of Directors shall deal with
each case of misrepresentation on a case by case basis.

2.5.4.4 | Membership suspension or revocation may be appealed following the Membership
guidelines set forth in the Rules and Regulation for Licensing Interpreters
for the Deaf (R5-71-1D) under Rl General Law 5-71 Interpreters for the
Deaf.




SUPPORTING DOCUMENTATION
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Form Retention Time Retention Location

RI RID Bylaws Permanent www.ririd.org

RI General Law 5-71- Current www.rilin.state.ri.us/Statutes/TITLES/5-

Interpreters for the Deaf 71/INDEX.HTM

Rules and Regulations for Current www.health.state.ri.us/hsr/professions/inter_deaf.php
Licensing Interpreters for the

Deaf (R5-71-ID)

Related Material

Name

Location

Document Type

N/A

REVISION HISTORY

Version Number Approval Date

Approved by

Amendment

1
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PURPOSE
The purpose of this policy is to explain when and how RI RID membership dues are determined.

PERSONS AFFECTED/SCOPE

This policy shall pertain to the Rl RID Board of Directors and the Rl RID membership.

POLICY

55

2.6.0

Membership Dues

2.6.1 Determination
RI RID membership dues shall be determined annually by the Board of Directors.
DEFINITIONS
Word/Term Definition
Dues A regular fee or charge payable at specific intervals to a group or
organization.

LEGISLATIVE CONTEXT

Name Location

N/A

PROCEDURES
Procedure Steps Responsibility

2.6.1 Determination

2.6.1.1 | Membership dues shall be determined annually by the RI RID Board of Board of Directors
Directors after an analysis of the fiscal needs of the organization.

2.6.1.2 | The analysis shall be cognizant of the market rate of interpreters in Board of Directors
Rhode Island and the Board of Directors shall aim to keep membership
dues as low as possible.

2.6.1.3 | Membership dues shall not be increased or decreased by more than ten Board of Directors
percent without a majority vote of its membership no less than six months
prior to the beginning of the fiscal year.

2.6.1.4 | Dues shall be equal for all members of each category, but different dues Board of Directors
may be set for each category.

SUPPORTING DOCUMENTATION

| Form

| Retention Time | Retention Location
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[ N/A

Related Material

Name

Location

Document Type

N/A

REVISION HISTORY

Version Number

Approval Date

Approved by

Amendment

1




PURPOSE
The purpose of this policy is to explain the benefits/privileges of Rl RID membership dues.

PERSONS AFFECTED/SCOPE
This policy shall pertain to the Rl RID Board of Directors and the Rl RID membership.
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POLICY

2.6.0 Membership Dues

2.6.2 Benefits
Any member who pays RI RID membership dues (and who is a member in good standing) shall
be entitled to the privileges thereof.

DEFINITIONS

Word/Term Definition

Dues A regular fee or charge payable at specific intervals to a group or

organization.

LEGISLATIVE CONTEXT

Name

Location

N/A

PROCEDURES

Procedure Steps

Responsibility

2.6.2

Benefits

26.2.1

Any member who has paid their annual Rl RID membership
dues shall be entitled to the following:

Name added to the membership listserv

Membership identification card

Electronic newsletter

Discounted registration fees for conferences/workshops hosted
by the organization

Voting privileges as outlined in the Bylaws

Career growth opportunities through professional networking,
committee participation and leadership opportunities

Access to national, regional, and local information and events

Correspondence
Secretary/Treasurer/Listserv
Manager

2.6.2.2

A member who has a change in membership category shall
immediately be entitled to the privileges thereof. Beginning with
the next fiscal year, all dues, fees, and assessments for that

Correspondence
Secretary/Treasurer/Listserv
Manager
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| member shall be based on the new membership category.

SUPPORTING DOCUMENTATION

Form

Retention Time

Retention Location

N/A

Related Material

Name

Location

Document Type

N/A

REVISION HISTORY

Version Number

Approval Date

Approved by

Amendment

1




PURPOSE
The purpose of this policy is to explain the consequences of late payment or non-payment of membership

dues.

PERSONS AFFECTED/SCOPE
This policy shall pertain to the Rl RID Board of Directors and the Rl RID membership.
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POLICY

2.6.0 Membership Dues

2.6.3 Arrears
In order to remain in good standing, members shall pay annual dues by the first day of July of
each fiscal year in amounts to be determined by the Board of Directors.

DEFINITIONS

Word/Term Definition

Dues A regular fee or charge payable at specific intervals to a group or

organization.

LEGISLATIVE CONTEXT

Name Location
N/A
PROCEDURES
Procedure Steps Responsibility
2.6.3 Arrears
2.6.3.1 | Dues shall be in arrears as of September 1% of each fiscal year. Correspondence
Secretary/Treasurer/Listserv
Manager
2.6.3.2 | Correspondence Secretary/Listserv Manager shall send notice to | Listserv Manager
those members who have not paid their dues by July 1%, warning
them that their dues shall be in arrears as of September 1°.
2.6.3.3 | Non-payment of dues beyond the sixty-day grace period shall be | Board of Directors
grounds for termination of membership.
2634 |Upon payment of appropri at e du Boardof Directors
membership shall be reinstated. Membership
2.6.3.5 | The Board of Directors shall determine and assign the payment Board of Directors
of a reasonable late fee and/or reinstatement fee.




SUPPORTING DOCUMENTATION

Form

Retention Time

Retention Location

N/A

Related Material

Name

Location

Document Type

N/A

REVISION HISTORY

Version Number

Approval Date

Approved by

Amendment

1
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PURPOSE
The purpose of this policy is to ensure that an Annual Report is filed with the Rhode Island Secretary of
Statebs Office in order to mainootparation. t he organi zati onods

PERSONS AFFECTED/SCOPE
This policy shall pertain to the Rl RID Board of Directors and the Rl RID Membership.

POLICY

2.7.0 Nonprofit Corporation Status and Other Legal Issues

2.7.1 Articles of Incorporation

The RI RID Board of Directors shall file an Annual Report with the Rhode Island Secretary of
Statebdbs Office by the appropriate deadline.

DEFINITIONS

Word/Term Definition

Articles of Incorporation A legal document that creates a corporation; it is filed with a state by the
founders of a corporation and is governed by the laws of the state.

LEGISLATIVE CONTEXT

Name Location

Section 7-6-34 of the General Laws of www.rilin.state.ri.us/Statutes/TITLE7
Rhode Island, as amended.

PROCEDURES

Procedure Steps Responsibility

2.7.1 Articles of Incorporation

2.7.1.1 | The RI RID Board of Directors shall be responsible for filing and Annual Board of Directors
Report with the Rhode | sl and Secr ¢
of June.

2712 |The Board shall obtain the or gani 74 BoardofDirectors
www.sec.state.ri.us/corps
Clickon the fAiCorporations Formso 1| in
option to download a form.

2.7.1.3 | The Board shall complete the form and mail it to the Rhode Island Board of Directors
Secretary of Stateds Office at:

Corporations Division
148 W. River Street
Providence, Rl 02904-2615
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2.7.14

The Board shall enclose a payment of $20.00 (check made out to the
Office of the Secretary of State/Corporations Division.

(Annual reports may also be filed online at www.sec.state.ri.us/corps
using (Visa, Mastercard, or American Express).

Board of Directors

2.7.15

Failure to file an Annual Report 1
Certificate of Incorporation. In accordance with state law, nonprofit
corporations that fail to file an Annual Report by July 30 are subject to a
penalty fee of $25.00.

Board of Directors

2.7.1.6

If the Board has any questions regarding filing procedures, the Board
shall contact the Rhode I sl and Sec{
(401) 222-3040 or at corporations@sec.state.ri.us.

Board of Directors

2.7.1.7 | The RI RID Treasurer shall keep a complete and accurate record/copy of | Treasurer
Annual Reports filed with the Secrt
remitted.
SUPPORTING DOCUMENTATION
Form Retention Time Retention Location
N/A
Related Material
Name Location Document Type
Sample Annual Report (Figure RI RID Policy and Procedure Manual Report
2.7.1-A)
REVISION HISTORY
Version Number Approval Date Approved by Amendment

1
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Sample Annual Report (Figure 2.7.1-A)
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PURPOSE

The purpose of this policy is to minimize risk and liability for the RI RID organization.

PERSONS AFFECTED/SCOPE

This policy shall pertain to the RI RID Board of Directors and the Rl RID Membership.
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POLICY

2.7.0 Nonprofit Corporation Status and Other Legal Issues

2.7.2 Risk Management
The RI RID Board of Directors and Rl RID Members shall adhere to the following risk
management procedures outlined below.

DEFINITIONS

Word/Term Definition

N/A

LEGISLATIVE CONTEXT

Name

Location

Chapter 7-6 Rl Nonprofit Corporation Act,

http://www.rilin.state.ri.us/Statutes/TITLE/7-6/7-6-

Section 7-6-9 9.HTM

Chapter 7-6 Rl Nonprofit Corporation Act, http://www.rilin.state.ri.us/Statutes/TITLE/7-6/7-6-6.HTM
Section 7-6-6

PROCEDURES

Procedure Steps

Responsibility

2.7.2

Risk Management

2721

RI RID shall seek out legislation within its specific state to establish what
its legal responsibilities are regarding charitable immunity as it applies to
volunteers. Nonprofit organizations are being required to take
responsibility for their actions and the actions of their representatives
(people actingontheor gani zati onds behal f).

Membership

2.7.2.2

The RI RID Board of Directors shall seek out measures to protect the
organization (i.e, consider an insurance policy for Directors and Officers

officers, and volunteers). If such a policy is needed and desired, the RI
RID Board of Directors shall obtain at least three (3) quotes from a
variety of carriers.

that insures against fAwrongfults, ac

Board of Directors

2.7.2.3

RI RID shall limit the number of individuals with decision making
authority for financial transactions to two (2). The individuals shall be the
RI RID President and Treasurer. Only these two (2) individuals shall

President
Treasurer
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http://www.rilin.state.ri.us/Statutes/TITLE/7-6/7-6-9.HTM
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have access to the Rl RID bank account (s).

2.7.2.4

The RI RID Board of Directors shall have an internal audit performed at
the end of each fiscal year. Rl RID shall assemble a Finance Committee
to conduct the internal audit. Bank statements, transactions,
checkbooks, reimbursements, etc. shall be audited.

Finance Committee

2.7.25

RI RID shall limit the number of individuals with access to the Rl RID
mailbox to two (2). The individuals shall be the RI RID President and
Correspondence Secretary. Only these two (2) individuals shall have
possession of the mailbox keys.

President
Correspondence
Secretary

2.7.2.6

RI RID shall use a written contract signed by all parties when the
organization commits to significant legal, financial, or other obligation
(conference, large event, etc.). The Rl RID Board of Directors shall
review all contracts before they are signed to assure that they contain all
of the intended and acceptable terms (price/fee, date of delivery or
performance, interest, penalties, cancellation policies, etc.). All contracts
shall be written i nledéndunderstandélegl! i s
language. The RI RID Board of Directors shall be the governing body
that is specifically authorized to bind the organization to legal, financial,
and other obligations. The RI RID Treasurer shall keep a complete and
accurate record of all signed contracts, along with payment and receipts.

Board of Directors

2.7.2.7

RI RID shall have available qualified legal counsel to consult regarding
potential liability situations.

Membership

2.7.2.8

RI RID members shall be prohibited from using the organization
letterhead except when authorized for a specific task, project or
purpose. Rl RID members shall be periodically advised regarding
authority to communicate on behalf of the organization.

Membership

2.7.2.9

RI RID membership shall be available on an equal basis to all
individuals who compete with one another in the business or profession
represented by the organization and in the geographic area served by
the organization.

Membership

2.7.2.10

No termination of Rl RID membership shall occur for reasons other than
failure to qualify as within the specified profession, failure to pay dues, or
failure to adhere to an established professional code.

Membership

27.2.11

If individuals are excluded from membership, those individuals shall
receive written notice of the reasons, reasonable opportunity to refute,
and additional review by an unbiased body.

Membership

2.7.2.12

RI RID meetings shall be held according to a notice and agenda
distributed in advance to attendees.

Board of Directors

2.7.2.13

Those presiding at Rl RID meetings shall be made aware of subjects
that must not be discussed because of potentially adverse legal
ramifications.

Board of Directors

2.7.2.14

Minutes shall be taken for each RI RID meeting (General, Special,
Emergency). Minutes shall record reports, communications, and
resolutions. Members may request that their specific comment be
reflected in the minutes. Secr et -the-redof d0 meet i n
organization or among the Board of Directors shall be prohibited.

Board of Directors
Membership

SUPPORTING DOCUMENTATION

Form

Retention Time Retention Location

N/A




Related Material
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Name

Location

Document Type

RID Affiliate Chapter Handbook, www.rid.org

Section 19: Nonprofit Liability-
Insurance and Bonding: Covering

Your Assets

Handbook

REVISION HISTORY

Version Number

Approval Date

Approved by

Amendment

1
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PURPOSE
The purpose of this policy is to explain the requirements and processes for obtaining Continuing
Education Units (CEUS).

PERSONS AFFECTED/SCOPE

This policy shall pertain to the Rl RID Board of Directors and the Rl RID Membership.
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POLICY

2.8.0 CMP and ACET Guidelines

2.8.1 Requirements
All licensed interpreters/transliterators shall earn eight (8) Continuing Education Units (CEUS), or
eighty (80) hours during each four (4) year certificate maintenance cycle. Additionally, Rhode
Island Rules and Regulations for Licensing Interpreters for the Deaf stipulates five (5) hours of
CEUs shall be completed per year.

DEFINITIONS

Word/Term Definition

N/A

LEGISLATIVE CONTEXT

Name

Location

RI General Law § 5-71-Interpreters for the

Deaf

71/INDEX.HTM

http://www.rilin.state.ri.us/Statutes/TITLE5/5-

Rules and Regulations for Licensing
Interpreters for the Deaf (R5-71-1D)

http://www.health.state.ri.us/hsr/professions/inter_deaf.php

PROCEDURES

Procedure Steps

Responsibility

2.8.1 Requirements

2.8.1.1 | CEUs shall be divided into two (2) content areas: professional studies Membership
and general studies.

2.8.1.2 | Professional Studies - A minimum of 6.0 CEUs (60 contact hours) must | Membership

be related to:

Linguistic and cultural studies which include the study of any
language or linguistic system, and the study of any specific culture.

Theoretical and experiential studies which include the process of



http://www.health.state.ri.us/hsr/professions/inter_deaf.php
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interpreting and transliterating theory and skill building activities.

Specialization studies which include specialized aspects of
interpreting used in settings such as the legal, medical, mental
health, and substance abuse recovery fields.

General Studies i There is no general studies (GS)
requirement, however only 2.0 CEUs (20 contact hours) can count
toward certification maintenance. This content area includes:

Human service and leadership studies which include topics such as
leadership skills, public relations, public speaking and community
resources.

General knowledge studies which include areas less obviously
related to the field of interpreting and transliteration but are
educationally beneficial to the participant.

2.8.1.3

Interpreters holding specialty certificates shall earn two (2) CEUs, or
twenty (20) hours within their field of specialization. These two (2) CEUs
shall be counted toward the six (6) in professional studies.

Membership

28.14

There shall be four (4) ways to earn CEUs:

Attend a workshop given by an approved sponsor

Complete academic coursework at an accredited institution

Attend a participant initiated non-RID activity or PINRA (conference,
class, training event of another organization)

Fulfill requirements for an independent study

Membership

2.8.15

There shall be fees involved for processing CEUs. Members shall
contact an approved sponsor to determine fees involved, as fees may
vary.

Membership

2.8.1.6

CEU activities shall Afexceed the
responsibilities. 0 IAMleducatoeatouteomesj e s
measurable and observable learning objectives, and be appropriate to
one of the two (2) content areas of professional studies or general
studies.

Membership

28.1.7

Members shall refer to the RID Affiliate Chapter Handbook, Section 3:
AiRI'D CMP & ACET: Loving Lifelong
paperwork and deadlines for all CEU activities, academic coursework,
PINRAs , and independent studies. Members shall also contact the Rl
RID CEU Administrator (email address shall be found at www.ririd.org)
with any additional questions.

Membership
CEU Administrator

SUPPORTING DOCUMENTATION

Form Retention Time Retention Location
RID Association Bylaws Permanent www.ririd.org

Related Material

Name Location Document Type

RID Affiliate Chapter Handbook, www.rid.org Handbook
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Section 3: RID CMP & ACET:
Loving Lifelong Learning

REVISION HISTORY

Version Number Approval Date

Approved by

Amendment

1
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PURPOSE
The purpose of this policy is to explain the roles and responsibilities of the RI RID Continuing Education
Units (CEU) Administrator and to communicate form requirements and processing deadlines.

PERSONS AFFECTED/SCOPE
This policy shall pertain to the Rl RID Board of Directors and the Rl RID Membership.

POLICY

2.8.0 CMP and ACET Guidelines

2.8.2 CEU Administrator
The RI RID CEU Administrator, in conjunction with the RI RID organization, shall be responsible
for sponsoring CEUs for memberds activities
member s paperwork is complete and accurate

DEFINITIONS

Word/Term Definition

N/A

LEGISLATIVE CONTEXT

Name

Location

Rl General Law § 5-71-Interpreters for the http://www.rilin.state.ri.us/Statutes/TITLE5/5-

Deaf

71/INDEX.HTM

Rules and Regulations for Licensing http://www.health.state.ri.us/hsr/professions/inter_deaf.php

Interpreters for the Deaf (R5-71-1D)

PROCEDURES

Procedure Steps Responsibility
2.8.2 CEU Administrator
2.8.2.1 | RI RID shall sponsor continuing education activities, academic RI RID

coursework, and PINRAs. (RI RID is not presently approved to sponsor
independent studies.)

2.8.2.2

Completed forms shall be returned to the CEU administrator according Membership
to the timelines/guidelines specified:

Continuing Education Activity Form (return to sponsor at least forty-five
(45) days before the activity)

Presenter/Instructor Form (return to sponsor at least forty-five (45) days
before the activity)
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Academic Coursework Form (must be a college or university accredited
by the Council for Higher Education Accreditation. Requires submission
of a course description prior to the activity and a copy of the transcript
upon completion of the course. Coursework must be completed within
the partici pPrylé)s current C

PINRA Form (requires pre-approval of the sponsor prior to the activity.
Also, pre-approved proof of attendance must be returned to Sponsor
within thirty (30) days upon completion of activity.)

2.8.2.3

Completed Activity Report Forms and Evaluation Forms shall be
returned to the CEU Administrator within thirty (30) days upon
completion of the activity. Activity Report Forms shall be supplied.
Evaluation Form shall be supplied to the onsite personnel to be copied
and distributed at the conclusion of the activity.

Membership
CEU Administrator

28.24

Certificate of Attendance shall be supplied to the onsite personnel.
Certificate to be copied, completed, and distributed by the onsite
personnel.

CEU Administrator

2.8.25

A $10.00 fee payable to Rl RID shall be assessed for processing CEUs.

Membership

SUPPORTING DOCUMENTATION

Form Retention Time Retention Location

Sample Continuing Education Activity Form Current www.ririd.org

(Form 2.8.2-A) RI RID Policy and Procedure
Manual

Sample Presenter/Instructor Form Current www.ririd.org

(Form 2.8.2-B) RI RID Policy and Procedure
Manual

Sample Academic Coursework Form Current www.ririd.org

(Form 2.8.2-C) RI RID Policy and Procedure
Manual

Sample PINRA Form Current www.ririd.org

(Form 2.8.2-D) RI RID Policy and Procedure
Manual

Related Material

Name Location Document Type

RID Affiliate Chapter Handbook, www.rid.org Handbook

Section 3: RID CMP & ACET:

Loving Lifelong Learning

REVISION HISTORY

Version Number Approval Date Approved by Amendment

1



http://www.ririd.org/
http://www.ririd.org/
http://www.ririd.org/
http://www.ririd.org/
http://www.rid.org/
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Sample Continuing Education Activity Form (Form 2.8.2-A)

*ACET=>-
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Continuing Education Activity Plan
Sponsor Form

Note:
This activity form must be submitted to the Riational Office at least 30 days prior to the start of the activity.

¢CKS 1 OliAgAGe tfly LyadaNdzOG2NRa F2N¥ Ydad Ffaz

Name of Approved Sponsor:

Activity Number: . .

Sponsor Cod . Month / Year Ascending within month; Internal code (optional)  Subject
code
Activity Title:
Location of Activity: (City) (State)
Instructor(s) Name(s)
Contact Person (s) Contact Phone(s)
Email Website

Who is the target audience?

Activity Start Date: Activity Completion Date:

Start time for Activity: am/pm? Ending time for Activity: am/pm?
2" Day Start time for Activity: am/pm? 2" Day Ending time for Activity: am/pm?

3" Day Start time for Activity: am/pm? 3" Day Ending time for Activity: am/pm?

Total Number of Continuing Education Credits (CEUs) to be awarded to each participant:

Content Area: Content Level: Participating Programs:

(circle one): (refers to participants knowledge) (circle one):

Professional Studies (PS) Little / none CMP only

General Studies (GS) Some ACET only
Extensive CMP & ACET BOTH
Teaching

As the RID Approved Sponsor for this RID activity, | certify that the above information is accurate and will be submitted to the RID
National Office at least 30 days prior to the start of the activity.

Signature of RID Approved Sponsor Administrator
Date

3/25/2005 revision
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Sample Presenter/Instructor Form (Form 2.8.2-B)

P R TN MU AT & LN e RGN T R )

Continuing Education Activity Plan
LV aidNHzO02NRa C2NY

Note:
This form is to be completed by either the instructor or RID Sponsor and attached with the Sponsor form. The RID
Sponsor will forward the completed Activity Plan to the RID National Offieastt 30 days in advance of the

activity.
RID Sponsor Name:
Presenter/Instructor Name (Please attach bio/resume):
Date(s)/Time of Activity:
Title of Activity:
Level of Participantds Prior Knowledge of Topi c:
I Littlel NBoedhe Extensive | Teaching

Target Audience:

Workshop/Course Description:

Educational Objectives (List specific observable actions by participants that will demonstrate comprehension and
integration of information presented):

Media/Materials (List the print, audio and visual materials you will use. Who is responsible for providing them?)

Evaluation & Assessment (Describe how you will evaluate student learning & presentation effectiveness.)

Updated July 2005
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Sample Academic Coursework Form (Form 2.8.2-C)

*ACET=>-
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il

> Academic Coursework Activity Report
for Courses at Accredited Colleges and Universities

Note:
This activity form must be submitted to the RID Approved Sponsor uponletiorpof the academic course.
AcopyofthRSAONA LIIA2y 2F (GKS O2dzNBS |yR (KS LyadGAddzianzyQa GN

CMP Participant Name (print): RID Member #:

CMP Participant Address

CMP Participant Email Phone #

CMP Participant Cycle End Date

Course Title:

Name of College or University

What is the number of credit hours assigned to the course? /semester or /quarter

Name of Approved Sponsor:

RID Activity Number for this Academic Coursework:

Sponsor Code Month Year Ascending within month; Internal Code (optional)
To which CMP Content Area does this course apply? Professional Studies General Studies
Course Start Date: / / Course Completion Date: / /

Number of Continuing Education Credits* (CEUs) awarded to CMP patrticipant:

(*1.5 CEU/credit based on a Semester session or 1.0 CEU/credit based on a Quarter session.)
As a CMP participant, | certify that this academic coursework represents a valid and verifiable Continuing Education
experience which exceeds routine employment responsibilities.

Signature of CMP Participant Date

As the CMP Approved Sponsor for this Academic Course activity, | have verified successful completion of the course
and a grade of ACO (2.0 GPAkena aactregited imstitutian nedogrizbédeoy thecCouncil ¢ was t a
for Higher Education Accreditation (CHEA).

Signature of RID Approved Sponsor Administrator Date

| Updated July 2005
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Sample PINRA Form (Form 2.8.2-D)

ST Kot d TN Tt o L o KL | TRk cII F

Participant Initiated NoRRID Activities
(PINRA)

CKAE F2NXY o6Aff 06S dzASR AT | [/ at t I NI A Cohrifdreycd, LI | v a
formal inservice training or activity. The RID Approved Sponsor will determine if the activity is
appropriate for CEUs.

Before the start of the activity/conference, this section should be filled out
and signed by both the participant and RID Approved Sponsor:

Participant Name: RID Member #:

Participant Address

Email: Phone #

Activity/Conference Theme or Focus (attach brochurefflyer)

Date and Times of activities you will attend:

Name and Code
of RID Approved Sponsor

1
1
1
1
1
1
1
|
| Activity/Conference Name:
1
1
1
1
1
1
1
1
1
1
1

|| certify that this activity/conference represents a valid and verifiable Continuing Education Experience
'that exceeds routine employment responsibilities.
EParticipant Signature: Date:

|| certify that | received this activity plan prior to the start of the activity/conference and | agree to sponsor this
!Continuing Education Experience. | will verify successful completion prior to awarding CEUs.

ERID Sponsor Administrator Name: Signature:

1
1
1
1
1
1
1
1
1
1
1
1
|
1
Total number of CEUs to be awarded: Circle content area: Professional Studies General Studies '
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

'RID Sponsor Code: Date:
1

This section should be filled out and signed upon completion of the activity/conference:
Activity Code Number . .__ CEUs Awarded:

I have verified that the participant attended this activity/conference and that the activities listed are appropriate
educational experiences which should be awarded the number of CEUs denoted above.

RID Approved Sponsor Signature Administrator: Date:

The Participant must send documentation of attendance to the Sponsor upon completion of the activity. The
Sponsor must complete and mail this form to the national office within 45 days of the completion of the
activity/conference.

Updated July 2005
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PURPOSE
The purpose of this policy is to establish a protocol for hosting or coordinating a workshop, conference, or
training activity for RI RID.

PERSONS AFFECTED/SCOPE
This policy shall pertain to the Rl RID Board of Directors and the Rl RID Membership.

POLICY

2.9.0 Workshops and Conferences

2.9.1 Hosting or Coordinating a Workshop

When hosting or coordinating a workshop, conference, or training event, the Rl RID Conference
Committee shall follow the procedures outlined below.

DEFINITIONS

Word/Term Definition

N/A

LEGISLATIVE CONTEXT

Name Location
N/A
PROCEDURES
Procedure Steps Responsibility
29.1 Hosting or Coordinating a Workshop
2.9.1.1 | Prior to the anticipated workshop, conference, or training event, the RI Conference
RID Conference Committee may complete the following actions (as taken | Committee
from the RID Affiliate Chapter Har
and Host a Successful Workshop or

1. Determine the audience (hearing interpreters, Certified Deaf
Interpreters) and skill level of audience (beginning, intermediate,
advanced; certified, pre-certified, years of experience).

2. Determine a topic (solicit ideas from the local interpreting community,
poll colleagues via email, mail, telephone).

3. Determine a budget (search for co-sponsors and other funding
sources, raise funds, develop refund policy).

4. Determine presenter(s) (network with other Affiliate Chapters to find
qualified candidates, ask for pres:s
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presenting history).

5. Determine dates and times for event (avoid holidays and consider
seasonal factors like inclement weather).

6. Determine the presentation language of the workshop, conference, or
training event (ASL, English).

7. Negotiate fees and expenses with presenter (hourly rate or flat rate;
reimbursement for expenses such as transportation, lodging, meals,
miscellaneous expenses).

8. Arrange transportation and lodging for presenter.
9. Estimate number of participants that shall attend.

10. Find a location or site to host the workshop, conference, or training
event and determine costs (investigate schools, colleges, hotels, and
community rooms). Visit the site to check on space needs, shape and
size of rooms, lighting, and ensure that there are no visual distractions.
Ensure that there is sufficient parking for all attendees.

11. Ensure that sound and lighting equipment are adequate and in good
working condition.

12. Determine audio-visual needs (Powerpoint, screens, beams,
overhead projectors).

13. Arrange for equipment (rentals or loans from partnering
organizations).

14. Develop marketing materials, which shall include (please refer to
Figure 2.9.1-A):

Date

Time

Title of Workshop, Conference or Training Event
Description of Workshop, Conference or Training Event
Presenter(s) name(s) and short biography

Location of workshop, conference or training event
CEU information

Cost of workshop, conference or training activity
Cancellation Policy

Contact Information of host

Also solicit individuals for advertisements and prepare conference
materials, program books, etc.

15. Determine interpreters (hnumber of interpreters needed and fees and
expenses associated) and hire/reserve interpreters.

16. Recruit volunteers (from local Sign Language Programs or a local
Interpreter Training Program (ITP).

17. Publicize the event (via marketing materials, email, other Affiliate
Chapter Listservs, word of mouth).
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18. Collect registration (RI RID Treasurer shall keep a complete and
accurate record of all monies collected from registrants).

19. Arrange for food and refreshments (determine if food will be provided,
if participants shall bring their own lunch, or provide a printed list of
restaurants/eateries nearby with directions for participants).

29.1.2

The RI RID Conference Committee may complete the following actions
while on-site of the workshop, conference, or training event (taken from
the RID Affiliate Chapter Handbook, Section 4: How to Coordinate and
Host a Successful Workshop or How NottoGet Lost i n th

1. Set- up registration area (have tables prepared with the Rl RID banner,
have registration lists, name badges, and conference materials, folders,
or bags available).

2. Set up workshops (configure furniture to achieve the best visual access
for all participants involved).

3. Prepare and assign interpreters.

N

. Coordinate volunteers.

5. Coordinate refreshments.

6. Register participants.

7. Make announcements (restroom, fire exits, agenda, etc.)

8. Conduct workshops (Conference Committee shall be available to
handle any problems or emergencies that shall arise during the course of

the event).

9. Distribute evaluation forms to participants and collect after they have
been completed.

10. Hand out Certificates/Verification of Attendance after participants
have completed the necessary paperwork for processing CEUs.

Conference
Committee

2913

The RI RID Conference Committee may complete the following actions
after the workshop, conference, or training event has taken place (taken
from the RID Affiliate Chapter Handbook, Section 4: How to Coordinate
and Host a Successful Workshop or

1. Clean-up (ensure conference site is clean and without damage and
ensure that no equipment is left behind).

2. Debrief with interpreters (solicit feedback on how to improve
interpreting services for future conferences).

2. Send thank you letters (presenters, conference hotel or site,
interpreters, volunteers, co-sponsors, caterers, etc. shall all receive thank
you letters, which shall be printed on official Rl RID letterhead).

3. Pay bills (conference site, presenter(s), caterer, and interpreter bills
shall be paid expeditiously). RI RID Treasurer shall keep a complete and
accurate record of all bills/expenses paid.

Conference
Committee

Treasurer/President
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4. The RI RID Treasurer shall deposit the funds garnered from the

He/she shall generate a Financial Report (which shall indicate all

taken place.

5. The RI RID CEU Administrator shall process participant CEUs.

revenues earned and all expenses incurred as a result of the event)
within two (2) weeks after the workshop, conference, or training event has

workshop, conference, or training event into the Rl RID bank account. Treasurer/President

CEU Administrator

SUPPORTING DOCUMENTATION

Form Retention Time

Retention Location

RID Affiliate Chapter Handbook, Section 4: Permanent
How to Coordinate and Host a Successful
Workshop or How Not to Get Lost in the

Details

www.rid.org

Related Material

Name Location Document Type
Sample Workshop Flyer (Figure 2.9.1-A) RI RID Policy and Flyer
Procedure Manual
REVISION HISTORY
Version Number Approval Date Approved by Amendment

1




Sample Workshop Flyer (Figure 2.9.1-A)
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PURPOSE
The purpose of this policy is to establish a protocol for members of the Board of Directors, who wish to

attend the RID National Conference with sponsorship from the Rl RID organization.

PERSONS AFFECTED/SCOPE

This policy shall pertain to the Rl RID Board of Directors and the Rl RID Membership.

84

POLICY

2.9.0 Workshops and Conferences

2.9.2 Workshop Sponsoring
Any RI RID Board Member who wishes to attend a Rl RID National Conference and who wishes
to receive sponsorship (funds paid) from the RI RID organization, shall follow the procedures
outlined below.

DEFINITIONS

Word/Term Definition

Sponsorship

with a desired outcome.

Funds paid to support an individual or organization in accomplishing a task

LEGISLATIVE CONTEXT

Name Location

N/A

PROCEDURES
Procedure Steps Responsibility

2.9.2 Workshop Sponsorship

2.9.2.1 | Sponsorships to attend the RID National Conference shall be made Board of Directors
available only to Rl RID Board of Directors in good standing.

2.9.2.2 | Sponsorships shall only be granted to one member of the RI RID Board Board of Directors
of Directors per RID National Conference.

2.9.2.3 | Sponsorships shall be contingent on available RI RID funds and Board of Directors
applications may be rejected based on such.

2.9.2.4 | The RI RID Board of Directors shall be the decision making authority for Board of Directors
workshop sponsorships for the RID National Conference.

2.9.2.5 | Sponsorships shall only cover the cost of registration for the RID National | Board of Directors
Conference (transportation, lodging, meals, or any other expenses shall
not be included).

2.9.2.6 | Any member of the Board of Directors who is interested in applying for Board of Directors
sponsorship for the RID National Conference shall do so by completing
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the Workshop Sponsorship Form (Form 2.9.2-A).

29.2.7

If sponsorship is granted, member shall provide evidence of attendance
to RID National Conference, along with any registration receipts. Member
shall also submit an article (detailing what he/she learned from attending

Board of Directors

the RID National Conference) for i
newsletter.
2.9.2.8 | The RI RID Treasurer shall keep a complete and accurate record of all Treasurer
sponsorships paid and shall keep all Workshop Sponsorship Forms on
file.
SUPPORTING DOCUMENTATION
Form Retention Time Retention Location
RID Affiliate Chapter Handbook, Section 4: Permanent www.rid.org

How to Coordinate and Host a Successful
Workshop or How Not to Get Lost in the

Details

Sample Workshop Sponsorship Form (Form Current RI RID Policy and Procedure
2.9.2-A) Manual

Related Material

Name Location Document Type

N/A

REVISION HISTORY

Version Number Approval Date Approved by Amendment

1



http://www.rid.org/
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Sample Workshop Sponsorship Form (Form 2.9.2-A)

RID National Conference Name, Location, and Year:

Registration Cost: $

Submitted by:

Name

Address

Phone

Email

Please remit this form to:

Rhode Island Registry of Interpreters for the Deaf, Inc.
PO Box 20056
Cranston, RI 02920

Please email questions to: ririd_us@yahoo.com

**Please attach all registration receipts/projected registration costs to this form.

| declare the above information to be true and accurate.

Signature Date

(Board of Directors Use)

Approved Signature/Date of Board Member
Not approved Signature/Date of Board Member

Date Processed Check # Amount $



mailto:ririd_us@yahoo.com
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Part Two. Organizational Policies and Procedures
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PURPOSE
The purpose of this policy is to ensure growth of the membership. Increased membership is a source of
finance and provides additional human resources and talent that support Rl RID activities and programs.

PERSONS AFFECTED/SCOPE
This policy shall pertain to the Rl RID Board of Directors and the Rl RID Membership.

POLICY

2.10.0 | Recruitment

RI RID Members-at-Large will be responsible for participating in at least two (2) recruitment
activities per year.

DEFINITIONS
Word/Term Definition
Recruitment To supply with new members.

LEGISLATIVE CONTEXT

Name Location
N/A
PROCEDURES
Procedure Steps Responsibility

2.10.0 | Recruitment

Members-at-Large shall do at least two (2) of the following activities per
year:

2.10.1 | Contact a local ITP/Sign Language Program and talk to a beginning ASL | Members-at-Large
class. Pass out Rl RID brochures.

2.10.2 | Hold an Affiliate Chapter meeting or workshop on a college campus. Members-at-Large
Solicit students to handle registration or other duties.

2.10.3 | Have a student column in the AC newsletter. Members-at-Large

2.10.4 | Send AC newsletter to a local ITP. Members-at-Large

2.10.5 | Work with ITP Director and invite a student to observe an AC meeting Members-at-Large

and take info back and share with other students. Student can write
article for AC newsletter.

2.10.6 | Represent RI RID at events, workshops, and conferences. Pass out Members-at-Large
brochures.
2.10.7 | Reach out to diversity-related organizations to recruit diverse members. Members-at-Large

2.10.8 | Offer students a special invitationto join RIRIDon or gani z at | Members-at-Large
website.




SUPPORTING DOCUMENTATION

Form

Retention Time

Retention Location

N/A

Related Material

Name

Location

Document Type

N/A

REVISION HISTORY

Version Number

Approval Date

Approved by

Amendment

1
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PURPOSE
The purpose of this policy is to explain the process to be used when students/individuals inquire about
mentoring opportunities.

PERSONS AFFECTED/SCOPE
This policy shall pertain to the Rl RID Board of Directors, the Rl RID Membership, and Students or

Mentees.

POLICY

91

2.11.0

Mentoring

2111

Inquiries

All inquiries regarding mentoring or student practicum supervision shall be directed to the Rl RID

Listserv Manager (ririd_us@yahoo.com).

DEFINITIONS
Word/Term Definition
Mentoring To serve as a trusted counselor or teacher to another person.

LEGISLATIVE CONTEXT

Name Location

N/A

PROCEDURES
Procedure Steps Responsibility

2.11.1 Inquiries

2.11.1.1 | Listserv Manager shall email student inquiries to the entire Rl RID Listserv Manager
Membership to see who is available/willing to supervise the s t u d e n § Membership
practicum.

2.11.1.2 | If an interpreter is available and willing, he/she shall contact student Membership
directly using the contact information from the email sent by the Listserv
Manager.

2.11.1.3 | Any interpreter who accepts such a responsibility shall be qualified, Membership
knowledgeable, and experienced and have the capacity to use
professional judgment and to understand the time commitment and
liability inherent in this role.

2.11.1.4 | The interpreter shall then consult with the student and their ITP Membership
Director/Coordinator to clarify expectations, goals, outcomes, and
liability issues.

2.11.1.5 | Interpreter shall understand and clarify any compensation (monetary or Membership
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CEU) and liability involved before embarking on such professional
relationship.

SUPPORTING DOCUMENTATION

Form Retention Time

Retention Location

N/A

Related Material

Name Location

Document Type

N/A

REVISION HISTORY

Version Number Approval Date Approved by

Amendment

1
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PURPOSE
The purpose of this policy is to explain the process to be followed when interpreting students and
mentees participate in practicum experiences in the state of Rhode Island.

PERSONS AFFECTED/SCOPE
This policy shall pertain to the Rl RID Board of Directors, the Rl RID Membership, and Students or
Mentees.

POLICY

2.11.0 | Mentoring

2.11.2 | Supervision

Any student/mentee, who is participating in a practicum experience in the state of Rhode Island,
shall obtain a valid student license, and shall not work unsupervised. (Note: this policy does not
apply to peer mentoring, where mentee already holds a valid license to interpret in the state of
Rhode Island and is supervised by a certified interpreter).

DEFINITIONS
Word/Term Definition
Mentoring To serve as a trusted counselor or teacher to another person.

LEGISLATIVE CONTEXT

Name Location

N/A

PROCEDURES
Procedure Steps Responsibility

2.11.2 Supervision

2.11.2.1 | Supervising interpreters shall not allow students/mentees to perform Supervising
work independent of supervision. Interpreter

Student/Mentee

2.11.2.2 | Permission shall be obtained by consumer, requesting party, and team Supervising
interpreter before student mentee does the observation/practicum Interpreter
experience. Student/Mentee

2.11.2.3 | Mentee shall accompany Mentor (supervising interpreter) to Supervising
assignments. The mentee/student may observe and (according to Interpreter
supervising interpreterods di scr et]| Student/Mentee
when supervision is present.

2.11.2.4 | Student/mentee shall receive information about assignments through Supervising
supervising interpreter only. Student/mentee shall not have access to Interpreter
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| any referral lists, as consumer confidentiality may be jeopardized.

| Student/Mentee

SUPPORTING DOCUMENTATION

Form

Retention Time

Retention Location

N/A

Related Material

Name Location Document Type
Sample Student/Mentee Contract (Figure RI RID Policy and Contract
2.11.0-A) Procedure Manual

REVISION HISTORY

Version Number Approval Date Approved by Amendment

1
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Sample Student/Mentee Contract (Figure 2.11.0-A)

Student/Mentee Contract

(student/mentee name) , attest to the following:

| promise to uphold the RID-NAD Code of Professional Conduct while
participating in my practicum/mentorship experience.

| have read the RI RID Policy and Procedure Manual and | am familiar with RI
GeneralLaw5-71, fAl nter pr et er s the Rules andhRegultoasf Act O,
for Licensing Interpreters for the Deaf (R5-71-ID).

| shall not hold any interpreter (supervising or other) liable for injury, (physical or
emotional), incurred as a result of my participation in a practicum experience or
participation in any Rl RID sponsored meeting or event. By patrticipating in a
practicum experience or Rl RID sponsored meeting or event, | do so at my own
risk.

Student/Mentee Signature Date
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PURPOSE
The purpose of this policy is to designate a RI RID spokesperson to represent the organization when
testifying before the legislature.

PERSONS AFFECTED/SCOPE

This policy shall pertain to the Rl RID Board of Directors and the RI RID Membership.

97

POLICY
2.12.0 | Utilizing the Political Process
2.12.1 | Testifying

The RI RID President, with assistance from the Board of Directors, shall represent the Rl RID
organization when asked to testify on legislative initiatives for Rl RID or for outside

organizations.

DEFINITIONS
Word/Term Definition
Legislative initiatives The constitutionally defined power to propose laws.

LEGISLATIVE CONTEXT

Name Location
N/A
PROCEDURES
Procedure Steps Responsibility
2.12.1 Testifying
2.12.1.1 | Outside organizations shall contact the Rl RID President when seeking President
testimony from the RI RID organization. Board of Directors
2.12.1.2 | President shall plan testimony accordingly by: President

Attending other committee hearings to learn the process
Asking authors what key points they believe will help
Understanding the protocol used during committee testimony
Knowing applicable statutes, policies, rules and regulations




SUPPORTING DOCUMENTATION
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Form Retention Time Retention Location
Section 21: Utilizing the Political Process Permanent www.rid.org

RID Affiliate Chapter Handbook

Related Material

Name Location Document Type
N/A

REVISION HISTORY

Version Number

Approval Date

Approved by

Amendment

1







