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EXTENSION NEWS

Hanna Wins National 
Groundwater Educator Award

Retired Extension Associate 
Arlene Hanna was named the 2005 
National Award Winner of the Edith 
Stevens Groundwater Educator 
Award by The Groundwater Founda-
tion. Hanna was recognized at The 
Groundwater Foundation’s Annual 
Conference in early November. The 
Edith Stevens Groundwater Educa-
tor Award was established in 1997 
to recognize groundwater educators 
who understand the importance of 

groundwater, motivate others to protect groundwater, and 
lead by personal example. 

At University of Nebraska-Lincoln Extension in Lancaster 
County, Hanna coordinated the 4-H School Enrichment 
Program for nearly 14 years. She worked with Lincoln Public 
Schools, Lancaster County schools and many homeschools  to 
implement curriculum such as “4-H Water Riches,” “Garbol-
ogy” and “Blue Sky Below My Feet” in grades 2 through 5. 
She also visited numerous classrooms to demonstrate natural 
resource concepts (including groundwater).

Hanna was instrumental in establishing the earth well-
ness festival. Hanna helped bring together a 15-member 
steering committee representing 11 local educational resource 
agencies to create ewf, a yearlong curriculum culminating 
in a one-day festival. Using hands-on activities, fifth graders 
discover the interdependency of water, land, air and living 
resources. Hanna was co-chair of the ewf steering committee 
from its inception until her retirement in 2004. 

The Groundwater Foundation is an international non-
profit organization dedicated to educating and motivating 
people to care for and about groundwater.

Gary C. Bergman
UNL Extension Educator

So You Are Newly 
Elected, What To Do 

Now?
Success of meetings will 

depend largely on how well of-
ficers understand and carry out 
their responsibilities.

The duties and privileges of 
officers will vary greatly in dif-
ferent organizations and there-
fore an organization’s bylaws 
should clearly define the duties 
involved. If the bylaws are silent 
in this regard, the duties will be 
limited to presiding at organi-
zational meetings.

The following outlines 
basic suggestions for carrying 
out the successful role of an 
organization’s newly elected 
presiding officer or officers.

Become knowledge-
able of your organization’s 
bylaws. 

Typical bylaws will contain 
an organization’s correct name 
and the reason for its existence. 
It will outline the membership’s 
rights and limitations and what 
parliamentary authority the 
organization follows. 

For members, it will clarify 
rules of attendance, member-
ship dues, honorary member-
ships and qualifications. 

For officers, details regard-
ing procedures for nomina-
tions, voting, officer terms, 
executive and standing commit-
tees, quorum determination, 
annual meeting requirements 
and voting criteria will be ad-
dressed. 

A periodic review of the 
purpose of your organization 
will help focus the group from 
running adrift and into side is-
sues. It will also help to deter-
mine if something is outmoded 
and adjustments are necessary. 

Establish a shared vi-
sion and values.

For an elected officer’s 
success, the membership must 
share in the organization’s mis-
sion and purpose. Often it is 
assumed that everyone knows 
why a group exists (after all, 
it has been around for years). 
However, a timely review for 
old and new members alike can 
help refocus a membership.

Develop a working 
knowledge of parliamen-
tary procedure. A good 
presiding officer is familiar with 
basic parliamentary procedure. 
In small groups it is usually 
a mistake to insist on exact 
procedure, as long as no one 
is being defrauded rights and 
the will of the group is being 
carried out. In larger groups, a 
parliamentarian can assist with 
the technical aspects of parlia-
mentary law.

The Role of Elected 
Officers

General parliamentary law 
requires only two officers: a 
presiding officer (president or 
chairman) and a recording of-
ficer, typically known as the sec-
retary. Most organizations will 
also have a treasurer and many 
will have standing committees. 

The presiding officer, 
unless other duties are specified 
in the bylaws, is responsible for: 
• seeing that business of the 

group is transacted in a 
proper and expedient manner 

• ensure that all members ob-
serve the rules of debate 

• assure that order and decorum 
is always maintained 

• authenticate by signature the 
actions of the assembly 

Vice-president: Assume 
responsibilities of the presiding 
officer in his or her absence.

Secretary: Records the 
minutes of an organization’s 
meeting. The minutes contain 

what was accomplished at the 
meeting and not what was said 
by the members.

Content of the minutes 
should include: the kind of 
meeting held (regular, special, 
etc.); the organization’s name; 
the meeting date, time, loca-
tion, the names of the presiding 
officer, secretary in attendance, 
and note whether the minutes 
of the previous meeting were 
read and approved as read, or 
corrected. 

The body of the minutes 
should contain a separate 
paragraph for each subject 
matter covered. The last para-
graph should state the time of 
adjournment. Minutes should 
be signed by the name and title 
of the recording secretary, and 
a copy of the minutes should 
be prepared and given to the 
presiding officer well in advance 
of the next meeting. 

Minutes are the legal record 
of an organization and should 
not be destroyed.

Treasurer: Duties of this 
office will vary greatly between 
groups. The treasurer usually 
is the primary custodian of 
trust funds for the organiza-
tion. A treasurer may pay bills 
as directed by the organization. 
The authority to do so will 
widely vary. An organization’s 
bylaws should leave no doubt as 
to what approval is required to 
disburse funds by the treasurer. 
A treasurer’s report should 
include: 
• receipts and disbursements 
• assets of the organization and 

amounts due the organization 
• liabilities of the organization 
• balance on hand from the 

beginning and close of the 
period the report is made. 

(Annual reports must 
contain disclosure of all receipts 
and expenditures for the entire 
year.)

Responsibilities of Elected Officers

Getting Off to a Good Start as the Presiding Officer
Review the rules of your organization and its purpose
Review your role as a presiding officer. (You were selected to lead based on your quali-

fications, knowledge and dedication.)
Review the rules of parliamentary procedure and consider selecting a parliamentarian 

who is willing to become well informed on the bylaws, standing rules and other guidelines of 
the organization.

Plan ahead! 
• Review the previous years’ records and prepare a calendar of activities with the membership. 
• Schedule an orientation/goal setting session at the beginning of your term. Review the bylaws 

and purpose of the organization with others. 
• Plan for the next meeting as soon as the current meeting is completed. Confer with the sec-

retary about any unfinished business; discuss with officers and committee chairs about items 
that should be prepared and presented at the next meeting. 

• Prepare and distribute an agenda (include printed minutes, and treasurer’s report). 
• Prepare support materials for items on the agenda. 
• Consider meeting room arrangements to maximize member participation, comfort and inclu-

sive atmosphere. 
• Consider “what if this happens....” with the parliamentarian and other officers, committee 

chairs. 
Set up the meeting area and greet members as they arrive. Consider assigning this 

responsibility to others.
Be considerate of members’ rights and responsibilities as you keep to the estab-

lished agenda. Encourage debate and exercise consideration for others and courtesy to all. Use 
general consent to expedite business.

Strive to seek the best interest of everyone. This means ensuring that all members 
and not just a few share in the benefits of the group. It involves taking into account the interests 
of the public at large rather than the vested interest of only a few. When presiding it is important 
to use active listening in order to repeat motions that have been made and interpret the consen-
sus of the group.

Being an elected officer means more than presiding over meetings. It involves 
exercising good leadership that is inclusive. For more information on leading see NebGuide  
G1406, “Transformational (Full Range) Leadership.” 

Former Lancaster County 4-H’er 
Achieves FFA’s Highest Honor

Former Lancaster 
County 4-H member Sara 
Morrissey was recently 
named the 2005 Star in 
Agriscience winner, one of 
FFA’s highest honors, at the 
National FFA Convention 
held in Louisville, Ky. One 
of four finalists vying for 
the honor, Sara received a 
$2,000 award. 

Sara was spotlighted 
in the October 2005, THE 
NEBLINE feature, “Students 
Prepare for Careers at UNL 
College of Ag and Natural 
Resources.”

Now 21 years old, Sara 
grew up in Lincoln and says she didn’t know what to expect 
when she walked into her first agricultural education class as 
a freshman at Norris High School. “I was from the city and 
was not involved with production agriculture,” says Sara. “I 
discovered that agriculture is much more than plants and 
animals.”

During high school, Sara got a summer job doing lab 
work at the University of Nebraska–Lincoln’s College of 
Agricultural Sciences and Natural Resources (CASNR) in the 
Food Microbiology laboratory. While working in the lab she 
assisted graduate students with their research, as well as con-
ducted her own. The first project Sara completed was titled 
“Safety of Ground Beef Thawed at Room Temperature.” She 
entered it into the National FFA Agriscience Fair and placed 
second.

The following summer she completed another project, 
“Antibiotic Resistant Bacteria in Poultry. This time she took it 
to the National Agriscience Fair and placed first, also making 
her one of eight national finalists for Agriscience Student of 
the Year. In 2003 she was also named the national Food Sci-
ence proficiency award winner.

Morrissey is currently a CASNR junior majoring in Food 
Science and Technology. She is a student employee in both 
the Food Microbiology Laboratory and the Food Processing 
Center Microbiology Laboratory. With her current positions 
she has the opportunity to work with clients from the food 
industry and perform microbiological tests on their products.

FFA is a national youth organization for high school stu-
dents preparing for leadership and careers in science, business 
and technology of agriculture. For more information about 
FFA, go to http://www.ffa.org. 

For more information about CASNR, go to http://casnr.
unl.edu or contact Laura Frey at 472-4445.


