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Processes and Documentation

l. Processes and Documentation

The ASRC maintains a series of documents to aid in
managing and monitoring ASRC activities, both admin-
istrative and operational. These documents include:

o ASRC Articles of Incorporation

o ASRC Bylaws

o ASRC Operational Guidance Manual

o ASRC Training Standards

o ASRC Administrative Manual (“Admin Manual”)

o ASRC Branding Guide

Taken together, these documents provide a framework
outlining resource interaction and functional expecta-
tions both within the ASRC and with external entities.

A. THE ADMIN MANUAL

1. Authority - Article I, Section 2.1.2.7 of the Bylaws of
the Appalachian Search and Rescue Conference, Inc.
(ASRC), grants the Board of Directors (Board) the
power to establish and publish procedures and pol-
icies for the ASRC, including these Administrative
procedures.

2. PRECEDENCE

a. In cases of conflict, the ASRC Articles of
Incorporation and ASRC Bylaws have prece-
dence over this document. In the event that there
are conflicts between this document and either
the ASRC Training Standards, or the ASRC
Operations Manual, the ASRC Board of Directors
shall arbitrate the conflict.

b. The Board of Directors may temporarily overrule
a provision of the Admin Manual, which must
be reflected in the minutes of the meeting. The
Board of Directors may also change the Admin
Manual by a simple majority vote at a meeting.
The Membership may temporarily overrule a
provision of the Admin Manual, which must
be reflected in the minutes of the meeting. The
Membership may also change the Admin Manual
by a simple majority vote at a meeting.

c. This document shall have authority over all other
ASRC administration documents and procedures,
excluding internal Group administrative rules,
procedures and policies (unless explicitly stated
herein). This document supersedes all previous
ASRC administrative rules, procedures, and
policies.

3. GUIDING PRINCIPLES

a. The ASRC'’s institutional memory is a continuum
from carved-in-stone rules, such as those in the
Articles of Incorporation, to best-practice prin-
ciples for how to be a good officer or committee
chair, or how to plan the annual Retreat.

b. The Articles of Incorporation and Bylaws are diffi-

cult to change. Changing either requires a vote of
the entire ASRC membership, and changes to the
Articles of Incorporation also have to be approved
by the Virginia State Corporation. The Admin
Manual, however, can be changed by a simple vote
of the Board of Directors.

c. The Articles and Bylaws have rules that are
important enough and enduring enough that
they should be hard to change, or are required by
various regulatory bodies, including the IRS who
authenticates our tax-exempt status. The Admin
Manual contains rules that are more likely to be
changed, and can and should be changed on a
regular basis as the ASRC’s needs change, and as
we figure out better ways to do things, or outside
pressures force us to change policies, for exam-
ples, sexual harassment or social media use.

d. The Admin Manual also serves an educational
purpose. In the ASRC, all administrative positions
are held by unpaid volunteers, who have limited
time and sometimes life events that impair their
ability to carry out their duties, or cause them
to resign their positions. Knowledge about what
an officer or committee chair should do tends to
reside in the brains of those officers and chairs,
and if that brain has to be replaced by another,
that knowledge may be lost. The Admin Manual
helps manage this problem by documenting some
of that knowledge, for the benefit of subsequent
officers and commiittee chairs. It should be clear
from the wording which parts of the Admin
Manual are rules to be followed, and which parts
are traditions, general advice and best practices.
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e. Details that are likely to change on a regular basis
should remain in planning documents on the
Dropbox account. Details that are likely to persist,
especially those that are critical to our operation,
should be added to the Admin Manual. Examples
include renewing the FCC radio license, main-
taining our tax-exempt status with the IRS, and
maintaining our incorporation status with the
Virginia State Corporation Commission. Less
obvious examples include how to run an elec-
tronic vote of the Board of Directors, or how and
when to give ASRC Years of Service Awards.

f. If you are a new ASRC officer or committee chair,
the Admin Manual is where you go to find out
about your essential duties. You can then look
through documents on the Dropbox and archived
emails from the various ASRC email lists (avail-
able by signing in to http://groups.yahoo.com,
searching for and joining the appropriate ASRC
group; additional information on the Yahoo
Groups available in the members-only section of
asrc.net), as well as old documents in the ASRC
Archive (http://archive.asrc.net).

g. To summarize: the Admin Manual contains both
policies (rules for doing things) and doctrine
(guiding principles, traditions and best practices).
The wording should make it clear which is which.

. Purpose - This Administrative Manual is intended
to disseminate the administrative policy of the ASRC
to all Groups, Conference Members and other inter-
ested parties.

. Types of Policies — These policies can be

grouped into the following categories: (a) ASRC
Administrative Policies, (b) Group Administrative
Policies, and (c) Membership Administrative
Policies.

a. ASRC Administrative Policies - The ASRC
Administrative Policies provide the framework
needed at the Conference Level to perform the
necessary administrative functions that are
needed to conduct day-to-day business. ASRC
Administrative Policies explicitly exclude:
Local Group business, personnel, and admin-
istration policies; ASRC operational policies;
and ASRC training requirements. These ASRC
Administrative Policies include several of the
duties and responsibilities of the ASRC Chair,
ASRC Vice Chair, ASRC Secretary, and ASRC
Treasurer.

Responsibility for Admin Manual

b. Group Administrative Policies Group admin-
istrative policies provide the framework needed
to perform administrative functions that are
related to ASRC administrative needs, including
the conference duties and responsibilities of the
Group’s Chair and the minimal group operational
record-keeping requirements. These administra-
tive policies explicitly exclude all other internal,
local Group operational processes and local
Group business, personnel, and administrative
policies.

¢. Membership Administrative Policies -member-
ship administrative policies outline the admin-
istrative expectations of the membership of the
ASRG, at the individual level.

. Application of Policies and Procedures - These

policies and procedures will be in effect whenever (1)
members of the ASRC represent themselves as such,
or act or respond as an agent of the ASRC; or (2) as
appropriate with respect to internal ASRC adminis-
trative protocols.

RESPONSIBILITY FOR
ADMIN MANUAL

. General Maintenance of the Administrative

Manual - The ASRC Secretary is responsible for
the accuracy, maintenance, configuration con-
trol, publication and dissemination of the ASRC
Administrative Manual.

. New Versions — The ASRC Secretary is responsi-

ble for periodically publishing a new version of the
Administrative Manual that has all prior changes
incorporated into the manual. The new manual shall
be published under a new version number. Major
changes are noted by an integer change (e.g., 4.4 to
5.0) and minor changes are noted by a change in the
first decimal place (e.g., 4.3 to 4.4).

. Authority for Changes and Updates — The majority

of the changes to this document are expected to be
made in a routine fashion via the Board of Directors.
The information in this Administrative Manual may
be changed under the direction of the ASRC Board
of Directors, or ASRC General Membership; as in

all matters, the ASRC General Membership may
overrule the Board of Directors. Changes shall take
effect following the Board of Directors (or General
Membership) approval, or on a predetermined date
as specified at the time of approval.
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4. Submitting Change Requests - ASRC members or
Groups may submit change requests to secretary@
asrc.net. Members submitting change requests
should also discuss their change requests with their
Group Chair and Board Representatives.

5. Emergency Changes and Updates - Emergency
changes to this manual may be made under the
authority of the ASRC Chair. Such changes take
effect immediately. All emergency changes and
updates must be approved by the ASRC Board of
Directors or General Membership at the next meet-
ing in order to remain in effect, at which time the
Board of Directors shall review any administrative
actions in the intervening period which may have
been effected by such changes.

C. RESPONSIBILITY FOR DOCUMENTS

1. General Maintenance of Administrative
Documents - The responsibility for the configura-
tion, maintenance, control, publication, and dissemi-
nation of ASRC administrative documents, including
the Branding Guide and Strategic Plan, shall rest pri-
marily with the ASRC Secretary, unless determined
otherwise by the ASRC Board of Directors.

2. General Maintenance of Operational Documents
- Officers supporting the board (e.g., Conference
Training Officer, Conference Operations Officer)
shall have primary responsibility to manage the
other ASRC governing documents, such as the
ASRC Operational Guidance Manual, ASRC Training
Standards, and ASRC Credentialing Policy Manual.
The ASRC Secretary may assist, as needed or
requested, with document maintenance, control,
publication and dissemination.

Processes and Documentation

a. Training Standards - The Conference Training

Officer shall be responsible for periodically
reviewing and updating the ASRC Training
Standards for review and approval by the ASRC
Board of Directors. The Conference Training
Officer may make minor changes to the Training
Standards and must present all changes made at
the next regularly scheduled Board of Directors
Meeting. Any changes to the ASRC Training
Standards must be approved by the ASRC Board
of Directors before they take effect. Changes to
the Training Standards take effect 30 days after
approval by the Board of Directors unless other-
wise specified. Approved changes to the ASRC
Training Standards must be transmitted in writing
(either via email or postal mail) to the Group
Training Officers of each Group of the ASRC no
later than 15 days following the ASRC Board of
Directors meeting in which those changes were
approved.

. Operational Guidance Manual -The Conference

Operations Officer shall be responsible for
periodically reviewing and updating the ASRC
Operational Guidance Manual for review and
approval by the ASRC Board of Directors. The
Conference Operations Officer may make minor
changes to the Operational Guidance Manual

and must present all changes made at the next
regularly scheduled Board of Directors Meeting.
Any changes to the ASRC Operational Guidance
Manual I must be approved by the ASRC Board of
Directors before they take effect. Changes to the
Operational Guidance Manual take effect 30 days
after approval by the Board of directors unless
otherwise specified. Approved changes to the
ASRC Operations Manual must be transmitted

in writing (either via email or postal mail) to the
Operations Officers, or equivalent, of each ASRC
Group of the ASRC no later than 15 days following
the ASRC Board of Directors meeting in which
those changes were approved.
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c. Credentialing Policy Manual - The Chair of
the ASRC Credentialing Board shall be respon-
sible for periodically reviewing and updating the
ASRC Credentialing Policy Manual for review
and approval by the ASRC Board of Directors.
The Chair of the Credentialing Board may make
minor changes to the ASRC Credentialing Policy
Manual and must present all changes made at
the next regularly scheduled Board of Directors
Meeting. Any changes to the ASRC Operational
Guidance Manual 1 must be approved by the

Responsibility for Documents

ASRC Credentialing Board and the ASRC Board
of Directors before they take effect. Changes to
the Credentialing Policy Manual take effect 30
days after approval by the Board of directors
unless otherwise specified. Approved changes to
the ASRC Credentialing Policy Manual must be
transmitted in writing (either via email or postal
mail) to the Group Training Officer, of each ASRC
Group of the ASRC no later than 15 days following
the ASRC Board of Directors meeting in which
those changes were approved
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II. Administrative Policies

These policies shall be administered by the following:

1. Chair of the ASRC Board of Directors — The Chair
of the ASRC Board of Directors shall serve as the
ASRC President and Chief Executive Officer of the
corporation when the Board of Directors is not in
session. The Chair of the ASRC Board of Directors
is responsible for ensuring ASRC-wide compliance
with ASRC policies and procedures, including those
in this manual. (ASRC Bylaws, Article I, Section 2.3)

2. Vice Chair of the ASRC Board of Directors — The
Vice Chair of the ASRC Board of Directors shall
serve as the internal and external liaison for ASRC
member groups and other SAR units which interact
with the ASRC. In addition, the Vice Chair shall
serve as Chair in the absence or incapacitation of the
Chair. (ASRC Bylaws, Article I, Section 2.4)

3. Group Chair - The ASRC is comprised of organi-
zations called Groups. The Group Chair or equiv-
alent (Chief Executive Officer, President, Director)
is responsible for ensuring Group compliance with
ASRC Administrative policies and procedures.

A. MEETINGS, SPONSORED ACTIVITIES,
NoTICES AND PROXIES

1. MEETINGS AND SPONSORED ACTIVITIES

a. Inaccordance with the ASRC Bylaws, Article III,
Section 1 and Section 2, the Board of Directors
shall meet from time to time and will also call
for a General Meeting of the membership at least
once each year. The Board and the membership
may also call for extraordinary meetings as out-
lined in the Bylaws.

b. Board of Directors meetings are generally held
quarterly. In-person Board of Directors meet-
ings typically occur during the ASRC General
Membership Meeting and during the Winter
Retreat. Other meetings may be in person or by
phone conference. When possible, phone confer-
ence is set up for in-person Board of Directors
meetings. However, by general agreement, in-per-
son Board of Directors are important, as more
useful networking and work gets done at them.

Administrative Policies

¢. Board of Directors meetings have always, by 40+

years of tradition, been open to any interested
party, except when the Board has to move to a
closed session to discuss sensitive material; this is
very rare. Attendance is not limited to members.
At some BOD meetings, usually at the AGM or
the Retreat, we have had non-members attend.
These have included members of West Coast SAR
teams, or members of non-ASRC teams in our
area, who were interested in how we conducted
business.

. Board of Directors meetings have been held in

many locations, sometimes rotated around the
region, but more recently usually near the geo-
graphic center of the ASRC, currently (2018) near
Frostburg, Maryland and nearby New Germany
State Park; as of 2018, we meet at Frostburg State
University. The ASRC General Membership
Meeting (AGM), for many years was rotated
around the Conference’s geographic area. But
starting in 2017, is held at New Germany State
Park. The annual Retreat has been held at the
Potomac Appalachian Trail Club Blackburn Trail
Center (very cold in winter) but more recently at
the Potomac Appalachian Trail Club Bears Den
center in Northern Virginia. Documents with
planning information are found on the Dropbox.

. For both the Board of Directors meetings and

ASRC General Membership Meeting, model
Agendas and Minutes are illustrated in the
Branding Guide, and documents consistent with
the Branding Guide that officers may use to create
a new agenda or minutes are available on the
Dropbox and at archive.asrc.net.

. In addition to the ASRC General Membership

Meeting and the Winter Retreat, the ASRC from
time to time sponsors other meetings and activ-
ities, which may have as their purpose training
more than administration. These may be confer-
ence-wide or regional. A current (2018) example
is Wilderness Emergency Medical Services Day, a
regional joint training between the ASRC and the
EMS Fellowship of the University of Pittsburgh’s
Department of Emergency Medicine.
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g. To be officially sponsored by the ASRC, an activity
must be proposed by the Conference Training
Officer, the Conference Operations Officer, the
Credentialing Board Chair, or the ASRC Chair,
and approved by the ASRC Board of Directors,
and this approval must be documented in the
minutes of a Board of Directors meeting prior to
the event.

h. Officers’ Conference Calls started in the early
2000s to monitor progress on specific projects,
but have continued (2018) on an ongoing basis.
Officers’ Conference Calls are held on a biweekly
basis to monitor progress on specific projects and/
or committee status. By tradition, they are every
other Thursday night at 9 PM, and usually last for
about an hour. Any ASRC officer, BOD delegate,
Committee Chair, Credentialing Chair, or past
ASRC Chair may participate.

2. NOTICES

a. Board Meetings — The ASRC Secretary shall
initiate electronic notification to all ASRC Board
of Directors at least 30 days prior to the meeting
date. The notification will include a request for
agenda items and include at a minimum the date
and time of the meeting. Prior to the meeting,
the ASRC Secretary will issue a formal meeting
agenda and will confirm the date, time, location
and any connectivity information associated
with teleconference participation. (ASRC Bylaws,
Article III, Section 1.)

b. Membership Meetings — The Secretary shall
provide notice of all membership meetings to
each Group Chair or equivalent, and members
of the ASRC Board of Directors (who are Group
representatives), not less than 25 days nor more
than 60 days in advance of such meeting. It shall
be the responsibility of-each Group to disseminate
all notices to the Group’s membership. (ASRC
Bylaws, Article III, Section 2.3.)

3. PROXIES

a. Proxies may be executed for Membership
Meetings by relaying details to the ASRC
Secretary in advance of the meeting in writing
(email is considered writing).

Meetings

b. The proxy must specify the effective date and
duration of the proxy. The proxy need not state
specific issues to be discussed at the meeting.
Proxy forms can either be in written form and
presented to the Secretary before the meeting
commences or may be in email form, in which
case the Secretary must have received such form
at least 24 hours in advance of the meeting or such
other reasonable period that the Secretary will
promulgate.

c. The following proxy format is recommended. The
Secretary shall send this in the text of an email to
Group Chairs and BOD Representatives, with the
recommendation that they distribute this to their
membership. The member may manually sign the
proxy and mail it or hand it to another member to
assign his or her proxy to that member. A member
may also compose an email with this text, with the
blanks filled in, and then send to both secretary@
asrc.net and to the member to whom the proxy is
assigned. For purposes of an email proxy, typing
/S/[member’s name] will be accepted by the ASRC
as an electronic signature, for example: /S/John
Doe.

Proxy
Appalachian Search & Rescue Conference

The undersigned hereby appoints

Name and Group

as my proxy, with full powers of substitution, for all
matters to come before the meeting of the Appalachian
Search & Rescue Conference on

Date of Meeting

and any adjournment thereof.

Member Signature

Member Printed Name

Group Name

Date of Signature
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d. Proxies are not lawful for Board of Directors
meetings. However, Groups may appoint a
substitute representative to a Board of Directors
meeting. Groups may appoint a substitute repre-
sentative using whatever procedure they consider
appropriate. The Group shall notify the Secretary
in writing (email is considered writing) of the
substitution. Substitute representatives shall have
full voting rights at the Board of Directors meet-
ing at which they are substituting.

B. ASRC FINANCIAL PolLICY

1.

Fiscal Year - The ASRC fiscal year shall be from
January 1 to December 31.

Annual ASRC Dues - Each year, each ASRC Group
is responsible for submitting dues to the ASRC.
Group dues are assessed based upon membership, as
defined on the Group’s roster, as of the final quarter
of the calendar year. Dues rates are as follows:

a. ASRC Group Dues are $100.00 per Group and
$17.00 per active member

b. Dues are payable to the ASRC as of January
31st each year, or immediately upon receipt of
the annual dues invoice issued by the ASRC
Treasurer. The Secretary, in consultation with the
Treasurer, shall, each December, notify Group
Chairs and ASRC representatives how to submit
rosters, and request the email(s) to which the dues
invoices should be sent. The Treasurer, on the
dues invoices, shall indicate acceptable means of
payment.

c. ASRC Groups that do not remit annual dues in a
timely manner may be subject to punitive action
at the discretion of the ASRC Board of Directors.

ASRC Treasurer Job Description - The following
items are the duties of the ASRC Treasurer. These
items are in addition to or provide further clarifica-
tion to those outlined in the ASRC Bylaws, Article I,
Section 2.6.

a. Annual ASRC Budget -The ASRC Treasurer shall
coordinate an annual budget for the ASRC. This
effort should be completed, where possible, with
input from the ASRC Officers and Committees.

Administrative Policies

. Periodic ASRC Financial Reports - The ASRC

Treasurer shall submit a financial status report at
each regularly scheduled Board of Directors meet-
ing, or as otherwise requested by the Board of
Directors or the Chair. This report should include
any changes to the accounts, the status of the bud-
get, authorized spending, and moneys received. In
addition, the ASRC books shall be made available
to any ASRC member at least twice per year, at

a regularly scheduled Board of Directors meet-
ing. There is no obligation for the Treasurer to
make the books available to the membership of
the ASRC at other intervals, although the ASRC
Treasurer may honor such requests at his or her
discretion.

. Maintenance of the Financial Accounts - The

ASRC Treasurer shall create and maintain the
necessary checking, savings, and other associated
financial accounts. The Treasurer has the author-
ity to move money between accounts as necessary.
The Treasurer shall propose two other officers of
the ASRC, or members of the Board of Directors,
who shall have backup signatory authority for

the ASRC accounts, and must be confirmed by

a vote of the Board of Directors. The Treasurer
will assure continuity by keeping account login
and authentication information in the secured
Treasurer section of the ASRC Archive. This
Archive section will be accessible only to the
Treasurer, Information Technology Officer and
Deputy Information Technology Officer. If the
holder of any of these offices change, then the
Treasurer will change the login information for
the accounts and document them in the Treasurer
section of the Archive.

. Authority to Pay Bills - The ASRC Treasurer

shall be responsible for the payment and reim-
bursement of expenses as budgeted by the General
Membership or the ASRC Board of Directors. The
Treasurer shall ensure that appropriate authority
to spend ASRC financial resources has been allo-
cated by the General Membership or the ASRC
Board of Directors prior to paying any bills or
charges. This authority may be delegated by the
Board of Directors to another member or office,
as in the use of an annual budget with specific
line items. In the event that a conflict arises, the
Treasurer is responsible for bringing the issue to
the attention of the Board of Directors.

1
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e. Financial Emergency If a financial emergency
arises, the ASRC Treasurer, upon consultation
with the ASRC Chair or ASRC Vice Chair, is
authorized to pay the bill. However, at the next
regularly scheduled Board of Directors meeting,
the issue should be brought to the attention of the
Board of Directors for any appropriate action.

f. State Corporation Commission - [reserved]

g. Internal Revenue Service — Each year, the
ASRC Treasurer shall submit to the IRS a 990-N
electronic filing to keep the ASRC’s tax-exempt
status current. The IRS says “Small tax-exempt
organizations, whose gross receipts are normally
$50,000 or less, are not required to file Form 990,
Return of Organization Exempt From Income
Tax, or Form 990-EZ, Short Form Return of
Organization Exempt From Income Tax. These
small tax-exempt organizations are required to
file electronically the e-Postcard, Form 990-N,
with the IRS annually” (Accessed https://www.

irs.gov/charities-non-profits/exempt-organiza-
tions-e-file-e-postcard 12/17)

C. ASRC REcCORDS

1. ASRC SECRETARY JOB DESCRIPTION

The following items are the duties of the ASRC
Secretary. These items are in addition to or provide fur-
ther clarification to those outlined in the ASRC Bylaws,
Article I, Section 2.5.

a. ASRC Minutes Dissemination - The ASRC
Secretary shall ensure that the minutes for
each ASRC Board of Directors and General
Membership meeting are published and sent to
each Board of Directors delegate, ASRC Officer,
and Group Chair. The minutes shall also be filed
in the ASRC Archive in electronic form.

b. ASRC Record Keeping — The ASRC Secretary is
responsible for maintaining the administrative
records and historical documents of the ASRC.
The ASRC Secretary shall ensure records are
maintained in a fashion which will preserve the
records and allow for ease of access.

2. PRESERVATION
Every effort shall be made to either physically pre-

serve ASRC administrative records in hard-copy form
at the ASRC physical records storage location (Blue

Records

Ridge Mountain Rescue Group Equipment Locker in
Charlottesville, Virginia) or in electronic form in the
ASRC Archive (see below).

3. ARCHIVIST AND ELECTRONIC ARCHIVE

A copy of official electronic communications, letters,
facsimiles, newsletters, memos for record, minutes of
meetings, and similar documents shall be maintained

in the an electronic document store called the ASRC
Archive. The ASRC Chair shall appoint an Archivist who
shall be responsible for selecting and placing documents
of historical or continuing relevance in the electronic
ASRC Archive (archive.asrc.net), and indexing them.
The Archivist shall report to the Secretary.

a. Protection of Documents — The Archive shall
be open access except for those documents that
are considered sensitive. The Archivist will scan
entries into the Archive and determine if they
should by classified as sensitive. The Archivist,
the ASRC Chair, the ASRC Board of Directors,
or a vote of the ASRC Membership at a member-
ship meeting may classify documents as sensitive
as per the classification below. The Archivist’s
decisions may be overridden by the ASRC Chair,
the Chair’s decisions may be overridden by ASRC
Board of Directors, and the Board’s decision may
be overridden by a vote of the ASRC Membership.
Sensitive documents shall be stored in an elec-
tronic location that is protected by a method
approved by the Board of Directors, and with
login credentials updated as the composition of
those allowed access changes. The Information
Technology Officer shall ensure that all confiden-
tial material is secure, and only the ITO and the
Deputy ITO, as backups, shall have system admin-
istrator (“sysadmin”) access to all of these areas of
the Archive. The following classes of documents
shall be so protected:

(1) Confidential: ASRC members access only.

(2) Confidential: ASRC Board of Directors access
only.

(3) Confidential: HIPAA ASRC members only.
(HIPAA stands for the Health Insurance
Portability and Accountability Act which con-
tains specific provisions about how personal
medical information must be protected). Only
those with a need to access such information,
as granted by the Board of Directors, may
access this information.


https://www.irs.gov/charities-non-profits/exempt-organizations-e-file-e-postcard
https://www.irs.gov/charities-non-profits/exempt-organizations-e-file-e-postcard
https://www.irs.gov/charities-non-profits/exempt-organizations-e-file-e-postcard
http://archive.asrc.net

Electronic Document Storage

(4) Confidential-ASRC-Treasurer: informa-
tion such as logins and passwords for ASRC
accounts and website logins. The authenti-
cation information to access this section of
the Archive (password or other authentica-
tion method) will be updated whenever the
Treasurer, Information Technology Officer
or Deputy Information Technology Officer
changes.

b. Indexing - an automated indexing utility such
as the free, open-source dirhtml will be used to
index the files, with an index placed in the root of
the archive for easy access via html browsing.

c. Format - Archived documents shall be in PDF
(Portable Document Format). When a particular
document may also be usefully stored in another
source format (for example, Microsoft Word for
certain tThe ext documents, or Adobe Illustrator
or other graphics format for the logo) these
source-format files will also be available in the
Archive.

d. Naming Convention - The best rule for naming
of new documents to go into the Archive is to
inspect the Archive and look at the existing names
and to create something similar. In general, for
ease of sorting chronologically, the format for
document names is
YYYY-MO-DA-ASRC-XXXX
where YYYY is the year, MO is the number of the
month, with a leading zero if needed, and DA is
the day of the month, again with a leading zero
of needed. XXXX is the name of the document,
and again inspecting the Archive should provide a
pattern for naming similar documents. For exam-
ples, the minutes from the 2014 ASRC General
Membership Meeting and subsequent Board of
Directors meeting are named as:
2014-06-01-ASRC-AGM-Minutes.pdf
2014-06-01-ASRC-BOD-Minutes.pdf

4. ELECTRONIC DOCUMENT STORAGE

The ASRC uses an electronic document storage system
(as of 2018, Dropbox) for temporary working document
storage. Documents here are generally those of used for
active online work and collaboration, such as drafts of
governing documents or other documents. Any docu-
ment that is completed and may be of ongoing inter-
ested should be renamed in according with the Archive
format above, and moved to the Archive. For ease of
use, frequently-used Archive documents may be linked
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to from the Dropbox folders.
5. PHYSICAL RECORDS STORAGE

A copy of official hard-copy communications, letters,
FAXs, newsletters, memo’s for record, minutes of meet-
ings, bank statements after balancing the checkbook,
copies of bills paid have in the past been forwarded to
the ASRC Official address Attn: Records Administrator.
BRMRG has maintained the hard copy ASRC record
repository at the BRMRG “locker” since the ASRC’s
founding in 1974 and has repeatedly expressed its
willingness to continue doing this. As of 2018, no more
physical records will be sent to the locker. Any hard-
copy documents of ongoing value will be scanned into
PDF format and stored in the ASRC Archive.

6. An ASRC Records Administrator shall be appointed
with the rest of the BRMRG officers at the annual
BRMRG appointment date by the Chair of Blue
Ridge Mountain Group:

7. The ASRC Records Administrator will be responsible
for maintaining official ASRC administrative records
that pertain to the operation of the Conference, and
working to scan existing physical records and enter
them into the Archive.

8. Mission-Related Documents - The ASRC
Operational Guidance Manual shall provide further
clarification regarding recommended protocols and
best practices associated with the creation and reten-
tion of mission-related documentation.

9. MEMBERSHIP RECORDS

a. Each Group is required to maintain an accurate
and timely record of each member of that group,
regardless of that individual’s call out availability.
Membership, as of the final quarter of each year,
shall be used for determining dues owed to the
ASRC by the Group.

b. Purpose - Rosters are used for reasons including:
member contact, tracking member certification/
skill levels, insurance coverage for members,
ASRC annual dues assessment, identification of
Group Officer appointments and identification of
ASRC BOD Representative appointments.

13
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c. Submission Requirements — All ASRC Groups
(certified and probationary) shall submit annual
Group rosters during the fourth quarter of each
year, emailed prior to December 31. Group rosters
should be submitted to the ASRC Secretary. The
ASRC Secretary is authorized to request updated
rosters from Group leadership throughout the
year in order to effectively carry out the adminis-
trative activities of the Conference.

d. Fourth Quarter Rosters

(1) Group rosters submitted during the fourth
quarter each year will be used by the ASRC
Treasurer to calculate the Group’s annual dues
invoice.

(2) Based on these rosters, the Secretary will assess
each Group’s compliance with basic group
requirements as outlined in the ASRC Bylaws
Article IIL, Section 3.2, and make a recommen-
dation to the ASRC Chair as to whether each
Group meets the requirement. If the ASRC
Chair determines that a Group does not meet
the requirements for continuing as a Certified
Group, the Chair shall notify the Group’s ASRC
Representatives and Group Chair, immediately
suspend the voting privileges of the Group’s
ASRC Representatives, and place the matter
on the agenda for the next Board of Directors
meeting.

(3) If a Group fails to provide fourth quarter ros-
ters requested formally by the ASRC Secretary,
the Treasurer will invoice that Group for ASRC
annual dues based upon the last Group roster
in the custody of the ASRC Secretary at the
time the ASRC Treasurer issues annual, confer-
ence-wide dues invoices.

e. Changes - Groups are asked to submit updated
rosters more than once each year, if membership
changes have occurred that impact the number of
Search Managers, FTMs, FTLs or CQs within the
Group and/or if new Group Officers or new ASRC
Board of Director Representatives are appointed.
Changes shall be reported to the ASRC Secretary
within 40 days of the time the changes are effec-
tive (ASRC Bylaws, Article II, Section 1.3).

f. Roster Content - Group rosters as submitted to
the ASRC Secretary should contain the following
information for each Group member:

D.

Officers Supporting the Board

(1) Last Name
(2) First Name

(3) ASRC certification level/Membership Type
(inactive/probationary, CQ, FTM, FTL, SM)

(4) Group Officer Position (i.e., President, Group
Training Officer, Operations Officer, ASRC
Board of Directors Representative; these
should also include contact information
including email and phone numbers)

ASRC OFFICERS SUPPORTING
THE BOARD

As outlined in the ASRC Bylaws, Article I, Section 2.9,
there are several Officer and Committee positions which
are not elected at the Annual General Membership
Meeting, but are considered critical in supporting the
Board of Directors. Individuals considered for appoint-
ment to these positions should possess the knowledge
and skills necessary to effectively carry out these spe-
cialized functions in support of the Conference and the
Board of Directors.

Appointment of ASRC Officers supporting the
Board The ASRC Chair shall nominate from the
pool of Certified ASRC members, or with the

advice and consent of the ASRC Board of Directors
non-members, to the various ASRC Officer positions
supporting the Board. The Board of Directors shall,
by a simple majority, vote to approve or reject each
proposed nominee.

Removal of ASRC Officers supporting the Board
The Chair shall be authorized to remove any ASRC
Officer supporting the Board, as the Chair deems
necessary.

INFORMATION TECHNOLOGY
OFFICER

The Information Technology Officer and the Deputy
Information Technology Officer shall be nominated
by the Chair and elected by the Board of Directors.

Candidates for these offices must be current ASRC
members or ASRC Board of Directors members in
good standing, and enjoy the trust of members of the
Board of Directors who will speak to this.
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3. Candidates for these offices should demonstrate
knowledge of information technology issues relevant
to the ASRC, including website design and manage-
ment, and information security issues.

F. CRIMINAL ACTIVITIES

In the event that a Group or individual member is
convicted of a felony, the ASRC Board of Directors shall
immediately place the Group or individual in a proba-
tionary status, until such time as the matter has been
investigated by the Board of Directors. At such time, the
Board of Directors shall make a recommendation on
any further action which may be taken relative to the
Group or member status with the ASRC.

1. Groups shall establish a process for screening and
adjudicating member background investigation
results.

2. The ASRC recommends a standard background
investigation level of Criminal Justice Information
System (CJIS) or Federal Bureau of Investigation
(FBI).

3. Ifan applicant with a felony conviction is accepted
into a Group, the Group Chair must notify the
Board of Directors by remitting the applicant’s name,
conviction details and the date of the conviction to
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the ASRC Chair at chair@asrc.net. The Group Chair
must notify the Board immediately on application
acceptance.

If an existing member is convicted of a felony and
is authorized to remain a member of the Group, the
Group Chair must notify the Board of Directors by
remitting the member’s name, conviction details
and the date of the conviction to the ASRC Chair
at chair@asrc.net. The Group Chair must notify

the Board immediately on becoming aware of the
conviction.

G. DISCIPLINARY ACTION

The Board of Directors can initiate disciplinary action
against members or Groups who have violated ASRC
policies, procedures, or Board Directives. As prescribed
in the ASRC Bylaws, Article I, Section 6 and Section

7 ASRC investigative and disciplinary measures are
outlined in Appendix A: Due Process.

1.

Legal Actions In the case of disciplinary action, such
action shall not prevent the Board of Directors from
seeking the filing of criminal charges for the viola-
tion of law(s) of a Commonwealth/State where such
activity took place. Nor will the disciplinary action
limit or prevent the filing of Civil Suits, should such
action be deemed necessary at the advice of the
Conference’s legal advisor.

15
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A. PROBATIONARY GROUP

To become an ASRC Probationary Group, an organiza-
tion must comply with the procedures as outlined in the
ASRC Bylaws, Article III, Section 3.1.

1. A Certified Group may only sponsor one
Probationary Group at a time.

2. Once the Sponsoring Group is assured that all pre-
requisites have been met, they will request in writing,
a vote at the next Board of Directors meeting for cer-
tification of the sponsored group as a formal ASRC
Probationary Group.

B. PROBATIONARY TO
CERTIFIED GROUP

Certification requires compliance with procedures as
outlined in the ASRC Bylaws, Article ITI, Section 3.3.

1. Upon a successful vote for acceptance by the ASRC
Board and ASRC Certified Members, the Conference
Secretary will record the date of the vote in the min-
utes of the meeting. The Secretary will prepare and
send, within thirty days, a letter advising the Group
of its Certified Group status.

2. If a negative vote is obtained, the Conference
Secretary will prepare, and send, within thirty
days, a letter advising the Group of the reasons for
failure and what actions must be taken prior to
reconsideration.

C. CerTIFIED GROUP

To become and remain an ASRC Certified Group (Class
A or Class B), an organization must comply with the

Probationary Group

ASRC Group Administrative Policies

procedures as outlined in the ASRC Bylaws, Article III,
Section 3.2.

1. Training level of Group members: To maintain
span of control for each group’ training and oper-
ational activities, at the time that the Group’ status
is reviewed for becoming or remaining an ASRC
Certified Group, the Group’s official roster must
reflect the following numbers of members certified
to ASRC standards or higher:

a. FTM or higher: the team must have 1 member
certified at the level of FTM or higher plus 1 addi-
tional member at FTM or higher for every 7 active
members, rounded to the nearest whole number.

b. FTL or higher: the team must have 1 member
certified at the level of FTL or higher plus 1
additional member at FTL or higher for every 49
active members, rounded to the nearest whole
number.

c. Asreflected in the language above, members
certified to a higher level count for each of these
requirements.

d. Note that the determination is made at the time of
certified Group status review only.

D. ASRC BOARD INTERVENTION

The ASRC Board of Directors reserves the right to
intervene in the case of major transgressions of ASRC
policies, procedures, or Board Directives as outlined in
the ASRC Bylaws, Article III, Section 3.4.
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Membership Administrative Policies

IV. Membership Administrative Policies

A. PoLICIES FOR MEMBERS

Upon becoming a member of the ASRC, an individual
commits to the following expectations:

1. Abide by Article II of the ASRC Bylaws, ASRC
Operational Guidance Manual, ASRC Training
Standards and this ASRC Administrative Manual;

2. Abide by local administrative constraints and regula-
tions as defined by the individual’s Group procedures
and policies;

3. Submit to a background check, as requested. [The
ASRC recommends a standard background investi-
gation level of Criminal Justice Information System
(CJIS) or Federal Bureau of Investigation (FBI)];

4. Membership in the ASRC does not provide any spe-
cial immunity from any local, state, or federal laws.

5. ASRC personnel are also members of Groups or a
Corps. In order for members to participate in ASRC
sponsored activities as an ASRC member, they must,
at the time of an activity, hold membership in a
Group or Corps.

B. PoLiciEs FOR CORPS-

3.

ONLY MEMBERS

A member of an ASRC Corps (e.g., ASRC Remote
Support Corps) who is not a member of an ASRC
Member Group is a Corps-Only Member. This is a
non-voting membership type pursuant to Section
5.1 of the bylaws. Such members will apply and

pay individual ASRC dues to the Corps Officer or
designee, or other officer as specified in the Corps
Charter. This officer will maintain roster informa-
tion and submit dues to the Treasurer as outlined in
the ASRC Financial Policy.

The individual ASRC dues are defined as the “per
Member” fee charged to Member Groups.

There will not be a “per Group” fee for a Corps.

C. POLICIES FOR SUSTAINING

MEMBERS

The ASRC as a whole, and its constituent Groups, have
the authority to offer sustaining membership to indi-
viduals who desire such membership (ASRC Bylaws,
Article II, Section 5).

Groups shall not consider Group Sustaining Members

when counting members for the purpose of paying
ASRC dues. Groups may set Group dues for Sustaining
Members.
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Group Medical Directors

V. ASRC Medical Administrative Structure

A. GRouP MEDICAL DIRECTORS

The Conference strongly recommends that all member
Groups appoint a Group Medical Director.

1. Ifa Group appoints a Medical Director, said Medical
Director should be:

a. licensed by at least one US state or territory as
a physician or osteopathic physician, but this
need not be the state in which the majority of the
Group’s members live, or the state in which the
Group’s official address lies;

b. an Active Member of the ASRC, and a member
of the Group for which the physician provides
medical direction; CQ certification or higher is
strongly recommended, but is not required;

2. A Group Medical Director may serve as the Medical
Director of more than one Group.

3. Medical Directors shall become non-voting ex-of-
ficio members of the ASRC Medical Advisory
Committee, and may be appointed to a voting mem-
bership in the Committee by the Board of Directors,
and serve in this capacity at the pleasure of the Board
of Directors.

4. Group Medical Directors should:

a. represent the first aid and medical interests of the
Group to the ASRC Medical Advisory Committee;

b. monitor (and, if the Group Medical Director role
as established by the Group or by state law and
regulation includes this, oversee) any first aid or
medical care provided by members of the Group,
and work to ensure that such care is of the highest
quality possible, and whenever possible, in accor-
dance with the ASRC Medical Committee’s first
aid and BLS protocols and other written recom-
mendations; and

c. provide other services as required by the Group or
state licensing bodies.

B. MepicAL ADVISORY COMMITTEE
1. BACKGROUND:

a. Best practices for first aid, EMS and medical

care during search and rescue operations differs
significantly from that on the street. Although the
underlying principles are the same, the search and
rescue context requires different decision-making
and sometimes different treatment.

. For both Groups and individual members, having

formal expert advice on best practices for modi-
fication of “street” protocols protects against mal-
practice claims, criminal charges, and revocation
of a state license or certification. Although the
likelihood of such legal complications is low, it is
prudent to protect against the as best we can. An
example would be a recommended best practice
of attempting to reduce shoulder dislocations in
the field at the wilderness first aid level and above.

. For example, assume a member “violates” street

protocols by attempting to reduce a shoulder dis-
location in the field, but is unsuccessful.

(1) The patient might file a malpractice action
against both member and Group for the mem-
ber causing additional pain and suffering while
violating standard “street” first aid and EMS
protocols.

(2) The state might press criminal charges for the
member practicing medicine without a license
while violating standard “street” first aid and
EMS protocols.

(3) If the member holds a First Responder or
EMT certification, the state EMS agency might
threaten to revoke the member’s certification
for violating standard “street” first aid and EMS
protocols.

d. Expert advice on such best practices will carry the

most weight in court if it comes from a commit-
tee of search and rescue physicians, as opposed
to a group that is mostly non-physician. Thus,
the ASRC has established a Medical Advisory
Committee as well as a Medical Committee.
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2. MEMBERSHIP

Members of the Medical Advisory Committee shall be
appointed by the Board of Directors, using the following
criteria, and shall serve at the pleasure of the Board of
Directors without terms or term limits:

a. candidates for the Medical Advisory Committee
must be licensed by at least one US state or terri-
tory as a physician or osteopathic physician;

b. candidates for the Medical Advisory Committee
must have achieved, but are not required to main-
tain, CQ; or an equivalent level of credentialing in
a subsequent version of the Training Standards of
the Appalachian Search and Rescue Conference;

c. the Board of Directors shall give preference for
for appointment to the Committee candidates
who have achieved Field Team Member or higher
ASRC certification;

d. the Board of Directors shall give for appointment
to to the Committee to physicians or osteopathic
physicians who serve as Medical Director of an
ASRC Group.

3. CHAIR

The Board of Directors shall select a member of the
Medical Advisory Committee to serve as chair, who
shall serve at the pleasure of the Board of Directors,
without terms or term limits. For any external rela-
tions requiring the signature or assent of a single ASRC
“Medical Director;” the Chair of the Medical Advisory
Committee shall serve this function. The Chair of the
Medical Advisory Committee shall report to the ASRC
Chair.

4. MEETINGS

Meetings of the Medical Advisory Committee shall be
at the discretion of the Committee. Committee business
may be conducted by email or other electronic means
at the discretion of the Committee. Records of all votes,
with relevant prior discussion, and all formal meetings,
shall be filed with the conference Secretary and placed
in the ASRC Archive.

Medical Administrative Structure

5. DUTIES:

. With the advice of the Medical Committee,

develop and maintain a set of wilderness pro-
tocols, at both first aid and BLS levels, that are
available to Groups to adopt if they so desire.
When possible, these protocols should be evi-
dence-based, and if that is not possible, protocols
should in line with accepted standards of care,
such as those promulgated by the Wilderness
Medical Society.

. In concert with the Medical Committee, work

with state EMS offices, and in particular with state
EMS Medical Directors, for the states in which
the ASRC operates, to harmonize state wilder-
ness EMS protocols across the states in which the
ASRC operates.

. Work with Group Medical Directors and

the ASRC Medical Committee to harmonize
advanced medical care provided by those Groups
that provide such care.

. Work with Group Medical Directors and the

ASRC Medical Committee to develop and har-
monize credentialing across the ASRC for Groups
that provide advanced care.

. Work with the ASRC Medical Committee to

develop, maintain and improve a system of med-
ical and first aid reporting that is suitable for the
field yet provides adequate information for quality
improvement efforts.

. Review all first aid and medical care provided

by the ASRC, with an eye to improvement in the
quality of care.

. As appropriate, make formal written recommen-

dations for improving first aid or medical care to
the Medical Directors of ASRC Groups, or to the
entire ASRC membership, via the Group Medical
Directors.

. Complete other tasks assigned by the ASRC Board

of Directors.
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C. MepicaL COMMITTEE
1. MEMBERSHIP

a. Members of the ASRC Medical Advisory
Committee shall be ex-officio voting members of
the Medical Committee.

b. For Groups who identify a Group Medical Officer
or similar position, such Group officers shall
be ex-officio voting members of the Medical
Committee.

c. The Chair may appoint additional interested
ASRC members to the Medical Committee with
the advice and consent of the current Medical
Committee membership.

d. The Chair may remove members from Medical
Committee with the advice and consent of the
current Medical Committee membership.

2. CHAIR

a. The Chair shall be appointed by the Chair of the
ASRC Board of Directors.

b. The Chair shall be supervised by, and report to,
the Chair of the ASRC Board of Directors.

c. The Chair serves at the pleasure of the Chair of
ASRC Board of Directors.

3. VICE-CHAIR

a. The Vice-Chair shall be appointed by the Chair of
the ASRC Board of Directors.

b. The Vice-Chair serves at the pleasure of the Chair
of the ASRC Board of Directors.

c. The Vice-Chair shall carry out duties as assigned
by the Chair.

d. The Chair shall mentor the Vice-Chair with the
expectation that, at some point, the Vice-Chair
shall become Chair.

4. MEETINGS

Meetings of the Medical Committee shall be at the

discretion of the Committee. Committee business may
be conducted by email or other electronic means at the
discretion of the Committee. Records of all votes, with

Medical Advisory Committee

relevant prior discussion, and all formal meetings, shall
be filed with the conference Secretary and placed in the
ASRC Archive.

5. DUTIES

. Assist the Medical Advisory Committee to

develop and maintain a set of wilderness proto-
cols, at both first aid and BLS levels,

. In concert with the Medical Advisory Committee,

work with state EMS offices, and in particular
with state EMS Medical Directors, for the states in
which the ASRC operates, to harmonize state wil-
derness EMS protocols across the states in which
the ASRC operates.

. Work with Group Medical Directors and the

ASRC Medical Advisory Committee to harmonize
advanced medical care provided by those Groups
that provide such care.

. Work with Group Medical Directors and the

ASRC Medical Advisory Committee to develop
and harmonize credentialing across the ASRC for
Groups that provide advanced care.

. Develop, monitor and maintain a system for

obtaining, compiling and securely archiving
Group medical reports, analyzing them for
patterns, and forwarding them to the Medical
Advisory Committee for expert review.

. Develop, maintain and disseminate to the Groups

a comprehensive reference to laws, regulations
and other considerations relevant to the prac-
tice of wilderness first aid, wilderness EMS and
wilderness medicine in the states in which ASRC
Groups operation.

. Assist the Conference Operations Officer by mak-

ing recommendations as to recommended team
medical equipment, and lists of medical equip-
ment required of ASRC Groups for certification.

. Monitor developments in wilderness first aid,

EMS and wilderness medicine, provide relevant
information on such developments to the Groups
as appropriate, and make recommendations to
the Medical Advisory Committee for new formal
recommendations as appropriate.

i. Perform other duties as assigned by the Chair of

the ASRC Board of Directors.
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VI.

A. RATIONALE

Volunteer organizations pay their members, not with
money, but with job satisfaction and recognition of ser-
vice. For those who have provided exceptional service,
we have ASRC Fellowship. But service that doesn'’t rise
to this level still deserves to be recognized. Thus, some-
time around 1990, the ASRC established the Years-of-
Service Award. The practice was first documented in the
Admin Manual in 2017.

B. CRITERIA

The ASRC shall award a Years-of-Service Award to any
member of the ASRC who has served for five years, and
for increments of five additional years: 5-year-awards,
10-year awards, 15-year awards, and so on in increments
of 5 years. This shall be calculated by year rather than
day or month: for example, a member who joined at the
ASRC'’s inception in 1974 would have been eligible for a
5-year award at the ASRC General Membership Meeting
(AGM) in 1979, and a 10-year award at the AGM in
1984. The years are counted from the year that member’s
Group was granted probationary ASRC membership.

1. These years need not be served continuously; a
member who leaves and then rejoins may total the
years. These shall be counted by year. A member who
leaves the ASRC in 2016 and rejoins in 2017 shall be
treated as having not left the ASRC A member who
leaves in 2016 and rejoins in 2018 shall be considered
to have lost one year.

2. Members whose Groups leave the ASRC, or cease
functioning, shall be considered to have left the
ASRC.

3. ASRC Fellows who are not members of a Group shall
be considered for Years-of-Service Awards as if the
Fellow were an ASRC member. The year of election
as a Fellow shall be considered as the start of the
Fellow’s years of service.

4. ASRC Board of Directors members who are not
members of a Group shall be considered for Years-
of-Service Awards as if the board member were
an ASRC member. The year of election as a board
member shall be considered as the start of the board
member’s years of service.

ASRC Years-of-Service Award

ASRC Years-of-Service Award

5. Those who have terms as a member or as a
non-member Fellow or non-member Board of
Directors member shall have their terms of years
as member and as non-member Fellow and as a
non-member member of the Board of Directors
totaled separately and added by simple integral
addition.

C. DETERMINING ELIGIBILITY

1. A month or two prior to each ASRC General
Membership Meeting, the Secretary shall notify
the ASRC representatives of the Groups, and the
Group Chair of record, to solicit the names of those
eligible for Years-of-Service Awards and their years
of service.

2. Groups shall be responsible for forwarding member
eligibility information to the Secretary.

3. For ASRC Fellows or members of the ASRC Board
of Directors who are not members of a Group, the
Secretary shall assess eligibility.

D. AWARD

Each member or Fellow or Board of Directors member
receiving a Years-of-Service Award shall be provided
with a certificate from the Secretary of the ASRC includ-
ing: the full name of the ASRC, the ASRC logo, the
name of the member or Fellow, the date of the award,
and the signature of the Chair of the ASRC. The format
of the award certificate is specified in the Branding
Manual.

E. RECORDS

For the minutes of each ASRC General Membership
Meeting, the Secretary shall attach an addendum listing
the names of those receiving a Years-of-Service Award
and the number of years of service for which the award
is given.
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Rationale

VII. ASRC Outstanding Achievement Award

A. RATIONALE

For those who have provided exceptional service over a
long period, we have ASRC Fellowship. For persistence
in the face of the challenges of staying active in search
and rescue, we have the Years-of-Service award. But
some intensive service, irrespective of the years of the
member’s service, deserves to be specifically rewarded.

B. NOMINATION

Any ASRC member, Fellow or Board of Directors mem-
ber may recommend that the Board of Directors award
an Outstanding Achievement Award to a particular
member, Fellow or Board of Directors member.

C. PROCESS

1. The Board of Directors may issue an Outstanding
Achievement Award to any member, Fellow or
non-member Board of Directors member.

2. Itis up to the Board of Directors to determine who
should receive such an award, and such an award
shall be conferred by a majority vote of the Board of
Directors.

3. There is no schedule for the Board of Directors to
issue Outstanding Achievement Awards; for exam-
ple, it is not a yearly award. The Board of Directors
may issue as many or as few as it desires.

D. CRITERIA

The Board of Directors shall consider Outstanding
Achievement Awards for those who have performed
exceptional service to the Appalachian Search and
Rescue Conference or the greater search and rescue
community, or advanced the art and science of search
and rescue. Simply having served as an officer or

committee chair or member of the Board of Directors is
not sufficient for an Outstanding Achievement Award.
Examples include but are not limited to:

1. providing major logistical support for ASRC activi-
ties on a regular basis,

2. advancing the art and science of search management,
rescue or wilderness medicine,

3. providing exceptional search and rescue related
education to ASRC members and others,

4. exceptional service as an ASRC officer, committee
chair or member of the Board of Directors, both in
terms of activity and in terms of length of service, or

5. sustained attendance at trainings and missions, both
in the field and in Base, with demonstrated excel-
lence that serves as an example to others.

E. AWARD

Each member, Fellow or non-member Board

of Directors member receiving a Outstanding
Achievement Award shall be provided with a certificate
from the Secretary of the ASRC including: the full name
of the ASRC, the ASRC logo, the name of the member
or Fellow, the date of the award, the achievements for
which the award was granted and the signature of the
Chair of the ASRC. The format of the award is specified
in the Branding Manual.

F. REcORDS

The Secretary shall list, in the minutes of the Board
of Directors meeting, the names of those receiving a
Outstanding Achievement Award and the achieve-
ment(s) for which the award is given.
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VIIl. ASRC Fellowship

A. MissioN AND CORE VALUES

The Appalachian Search and Rescue Conference
Strategic Plan clearly states the organization’s mission
and its core values.

1. Mission: The mission of the ASRC is to locate the
lost person efficiently by enabling its member teams
to provide the best search and rescue services possi-
ble to responsible agencies.

2. Core Values: We expect honesty, integrity and true
professionalism in everything we do.

a. We value member teams who show commitment,
through their training, actions, and leadership, to
the health and safety of all persons engaged in a
mission or training exercise.

b. We value the fundamental principles and skills
of search and rescue as the cornerstone for our
member teams to be high quality resources for
responsible authorities.

c. We value technology leadership and practice
innovation as the foundations to advancing the
state-of-the-art of search and rescue in our region.

d. We value search management excellence, with
search managers embracing the critically import-
ant practices of safe incident operations, quality
service to the responsible authority, best prac-
tice implementation, and an awareness of risk
management.

e. We expect teamwork and goodwill among all
member teams, regardless of location or practice
specialty.

B. CRITERIA

The honorific title of Fellow of the Appalachian Search
and Rescue Conference may be given to individuals
who, through their actions, demonstrate, to the highest
levels, these core values.

To be considered for this honor, the individual must:

1. Have been an active member of the ASRC for at least
10 years.

3.

4.

ASRC Fellowship

. Have been certified at a level of ASRC Field Team

Leader or above.
Have exhibited extensive active involvement in lost
person search and rescue beyond that of their home

search and rescue organization.

Have extensive involvement in the teaching of the art
of search and rescue.

Have advanced the art of search and rescue in one or
more of:

a. Search or rescue technology,
b. Search management,

c. Search or rescue theory,

d. Search or rescue practice, or

e. Wilderness medicine.

C. NOMINATION AND CONFIRMATION

1.

2.

3.

Nominations for Fellow of the ASRC may be made
by any member of an ASRC Group in good standing.
Nominations shall be provided, in writing, to the
Secretary of the ASRC. Documentation associated
with such nominations should include a narrative
detailing the ways in which the nominee meets each
of the stated requirements.

The Secretary of the ASRC shall provide to all
Group representatives the documentation submit-
ted in support of the nominee. The ASRC Board of
Directors shall have 60 days for clarification of the
supplied documentation and for consultation with
their Group. The ASRC Board of Directors shall vote
on bestowing the title on the nominee with a super
majority of three fifths or sixty percent.

Confirmed Fellows of the ASRC shall be provided
with a certificate from the Secretary of the ASRC
including: the full name of the ASRC, the ASRC
logo, the name of the Fellow, the date of the fel-
lowship vote, and the signature of the Chair of the
ASRC. The format of the award certificate is specified
in the Branding Manual. Fellowship shall be for life.
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Background

IX. Discipline with Due Process

A. BACKGROUND

Due process of law long has been an important fea-
ture of Anglo-American law. The fifth and fourteenth
amendments to the US Constitution enshrined this

principle, saying that no person may be deprived of life,

liberty or property without due process of law.
In the US, the Supreme Court has outlined four
aspects of due process:

1. Procedural due process means that the govern-
ment has to follow fair procedures before depriving
a person of life, liberty or property. One example
is getting notice of the charges being levied against

you. Another is having an opportunity to rebut those

charges. A third is having some sort of neutral deci-
sion maker to hear the charges and make whatever
ruling is appropriate.

2. Substantive due process allows courts to protect
certain fundamental rights from government inter-

ference, even if procedural protections are present or
the rights are not specifically mentioned elsewhere in

the US Constitution.
3. Vague laws are prohibited.

4. Incorporation, which in this context. means that
courts have applied portions of the U.S. Bill of
Rights, not only to the Federal government, but also
to the states, but not to organizations such as the
ASRC. However, it is reasonable for us to look to
these principles and to incorporate those we think
appropriate into our policy. If an internal ASRC
dispute reaches a court, the court will look most
closely at whether we followed our own policies in
that particular case.

Other US legal principles, such as the presumption of
innocence and a trial by a jury of peers, also figure into
some organizations’ disciplinary policies.

In standard legal usage and in this document, “writ-
ten” includes information that is typed or emailed.

B. PoLICIES AND PROCEDURES

While representing themselves as members of the
ASRC, individual members and Groups are expected
to follow the policies and procedures set forth in the
ASRC’s governing documents. Individual members or
Groups who violate these policies and procedures may

face disciplinary action. In all cases, where complaints
are made against a member or a Group, the following
process shall be used.

C. FILING A COMPLAINT

ASRC members or Groups who become aware of a
potential violation of Conference policies and proce-
dures by an individual ASRC member or ASRC Group
may file a complaint. Disputes and complaints should
be resolved at the lowest level possible. If a dispute is
between members of the same Group, the complaint
should be filed using the Group’s disciplinary process.
If the complainant or the accused believes the com-
plaint has been inadequately addressed by the Group’s
disciplinary process, either Group member may then
file the complaint with the ASRC. However, intra-Group
complaints should be addressed within the Group first.

Non-ASRC members and teams may also file a com-
plaint against an individual ASRC member or ASRC
Group. An individual, Group or outside team making
a complaint is expected to document the details of the
alleged violation, for example, statements of witnesses
specifically identifying time, place, and substance of
material false statements by the alleged violator.

1. Nothing in this section shall be construed to prohibit
the informal counseling of an individual ASRC
member or ASRC Group by an authoritative repre-
sentative of the Conference in reference to minor
infractions of policy or procedure, and this counsel-
ing shall not result in disciplinary action.

2. Complaints must be brought to the Group Chair
or ASRC Chair. Complaints must be in writing,
and must be filed within 60 days of the discovery
of the alleged offense or the complaint shall not be
accepted.

3. Complainants do not need to have witnesses or other
external evidence; an individual’s testimony is ade-
quate if documented in reasonable detail in writing.

D. INVESTIGATION

1. Nothing in this Administrative Manual shall be
interpreted as to prevent the Board of Directors
from, on its own initiative, requesting information
about a potential violation of ASRC policies, dis-
cussing the issues or opening a formal investigation,



Chair Determination

as determined to be appropriate by the Board of
Directors. The Board of Directors may also accept a
complaint filed more than 6o days after the reported
action. This is true even if the information comes
from a complaint that has been dismissed with
prejudice. It is particularly true for certain protected
classes of complaint, such as sexual, racial, or other
illegal harassment, financial misconduct, or situ-
ations where the safety of ASRC members or the
public may be endangered, and when the Board of
Directors should begin gathering information with-
out a formal complaint having been filed.

2. Upon receipt of an adequately supported written
complaint from a Group Chair or officer of a non-
ASRC organization, an individual ASRC member
or other individual, the ASRC Chair shall, within
30 days of receipt, appoint an investigator who was
not involved in the incident. The investigator, when
questioning the subject individual(s), shall provide
written notice in sufficient detail as to the nature of
the investigation, conduct the inquiry at a reasonable
time of day, interview for a reasonable duration,
give the individual(s) periods for rest and personal
necessities, and shall not use offensive language or
offer any incentive as an inducement to answer any
questions.

3. At the time the investigator is appointed, the Chair
shall ensure that the investigator is provided with
written guidance regarding required investigative
steps and time lines. Such guidance shall include
without limitation a requirement to provide a
written update to the Chair at appropriate inter-
vals, which shall be not less than monthly. Updates
will be considered timely if provided within two
business days of a due date; failure to provide more
than one update timely may result in removal of
the investigator and censure or other disciplinary
measures. Parties involved in the investigation may
request updates from the Chair in writing includ-
ing by email; the Chair shall respond to such a
request within one week from the date the request is
received.

4. No formal investigation may be opened unless the
relevant parties are provided with a written (with
receipt confirmed) explanation of the basis for inves-
tigations inquiring into those parties’ actions. If an
investigation arises from a filed complaint, or a por-
tion thereof, the parties shall be provided with a copy
of such complaint or portion thereof. The appointed
investigator shall not conduct interviews before such
documents are provided to the parties.

Discipline with Due Process

5. If a recording of any interview is made, and if a tran-
script of such inquiry is made, the subject individu-
al(s) or Group and interviewee shall be entitled to a
copy without charge.

6. The investigator shall interview the subject individ-
ual(s) and the complainant, and collect pertinent
information from others. The investigator shall make
a preliminary assessment whether the available evi-
dence supports proceeding with a formal investiga-
tion or whether the complaint should be dismissed,
and shall forward this recommendation to the ASRC
Chair.

7. In evaluating the investigator’s report, the Chair may
make additional investigations; a summary of these
investigations shall become part of the Chair’s final
report.

E. CHAIR DETERMINATION

The ASRC Chair shall consider the findings and
recommendations of the investigator. Based on the
investigator’s report, and additional investigations by
the Chair as appropriate, the Chair shall create a report
with findings of fact. Any investigations by the Chair
shall be summarized in the Chair’s report. The Chair’s
report shall include a recommendation for one of the
four following courses of action (Corrective Actions,
Dismissal, Dismissal with Prejudice, or BOD Hearing).
The Chair shall communicate this this report in writing
to the Board of Directors, which shall consider and vote
on the determination.

If the Board of Directors does not vote affirmatively
on the Chair’s recommendation for a course of action,
either as presented or as modified by the Board of
Directors, or if the Chair recommends other than con-
cluding the investigation, then the Board of Directors
shall determine an alternative disposition for the matter
at that time.

F. CORRECTIVE ACTIONS

If, after review of the Chair’s report, the Board of
Directors determines that further action, including
without limitation a hearing in front of the Board of
Directors, is not useful or appropriate, and that the
more severe penalties listed below (probation, letter of
censure, suspension, or expulsion from the ASRC) are
not warranted, this shall conclude the investigation and
shall be final and dispositive for this particular matter.
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G. DisMiIssAL

A formal complaint filed with the ASRC Chair, or por-
tions of such a complaint, that the Board of Directors
determines are insufficiently substantiated by the
evidence presented, may be dismissed without preju-
dice. The complaint may be re-filed at a later date if the
complainant discovers or is able to provide additional
evidence; the 60-day period starts anew with the new
filing.

H. DisMISSAL WITH PREJUDICE

A formal complaint filed with the ASRC Chair, or por-
tions of such a complaint, that the Board of Directors
determines is insufficiently substantiated by the evi-
dence presented and it is unlikely that any additional
evidence will be forthcoming, may be dismissed (see
section G above); only a second complaint from the
same complainant about the same individual or Group,
about the same or a similar matter, may be dismissed
with prejudice. Dismissal with prejudice means the
complaint may not be refiled, regardless of any addi-
tional supporting evidence.

This dismissal shall not pertain to allegations of
harassment based on a legally protected category, phys-
ical violence or threats of physical violence, and more
generally, any allegations or actions that might trigger
the Board’s fiduciary duty to investigate.

Dismissal with prejudice is designed to prevent
repeated unsubstantiated complaints of serious mis-
conduct against others. Therefore, it requires not a
simple majority vote of the Board of Directors but a 2/3
majority vote.

Any individual or Group that files a second complaint

that is dismissed with prejudice, whether relating to
the first complaint or not, may be subject to censure or
other disciplinary action.

Dismissal with prejudice does not prevent the Chair
from accepting a complaint from an individual ASRC
member or Group about a different issue.

Dismissal with prejudice does not prevent the Board
of Directors from soliciting or hearing additional infor-
mation about an issue related to a complaint that was
dismissed with prejudice, as described in section D on

page 24.
I. BOD HEARING

If the ASRC Board of Directors determines it is nec-
essary and appropriate to hold a formal hearing, the
following procedures will occur:

Dismissal

. The ASRC Chair shall notify the subject individu-

al(s) or Group(s) (in this section, “individual” shall
include Group) in writing of the time and place of
the Hearing. The notice will include:

a. details of the allegations filed against the accused
person,

b. who presented the allegations, and
c. the evidence against the subject individual(s)

in the form of documents and identification of
witnesses

. The Hearing may be held no sooner than 7 days

and no later than 62 days from the date of receipt

by the subject individual(s) of written notification.
The ASRC Chair or Board of Directors may make an
exception to these time limits.

. The ASRC Chair shall call the Hearing to order and

preside over the hearing. If the Chair is the subject
individual, the complainant, or a witness the ASRC
Vice Chair will preside. If both Officers are involved,
the Board of Directors will appoint a member of the
ASRC Board of Directors to preside.

. Disciplinary Hearings will be closed meetings. The

accused individual(s) may elect to hold an open
Hearing. The presiding officer, on his own motion or
at the direction of the Board of Directors, may close
a portion of an open Hearing in order to protect
confidential or sensitive information, the safety or
privacy of an individual, or as otherwise necessary.
The subject individual may appeal an order of clo-
sure to the Board of Directors for a written determi-
nation and the Hearing will be stayed pending the
Board’s determination.

. 'The subject individual(s) may choose an advisor to

be present, and may consult with the advisor during
the Hearing. The advisor may participate in the
Hearing. The subject individual(s) shall be given

the opportunity to hear all evidence presented and
cross-examine all witnesses who testify. The accused
individual(s) may present witnesses and evidence.
The subject may may remain silent when questioned,
but the Board of Directors may take a negative infer-
ence from such silence.

. Hearings shall be flexible enough not to restrict the

gathering of all facts related to the Hearing and may
use the following format.



Deliberations

a. Opening Statement by the Hearing Chair -
which may include general welcome, introduction
of the principles in the case, brief summary of the
allegations, a review of the format for the hearing,
and how the final decision will be reached.

b. Presentation by the Investigator of the
Allegations and Evidence - Presentation and
questioning of witnesses by the investigator.
Members of the Board of Directors may raise
questions at any time during presentations by the
investigator, subject individual(s), or witnesses.
The subject individual(s) or advisor may ask any
witness questions at the conclusion of their testi-
mony with the investigator.

c. Presentation of Evidence and Testimony - by
the accused individual(s) (or advisor), includ-
ing witnesses. The Board of Directors may ask
questions at any time during presentations by the
subject individual(s) or their witnesses.

d. Closing statement - by the investigator.

e. Closing statement - by the subject individual(s)
or advisor. The presiding officer may permit clos-
ing statements to be provided after the Hearing in
writing.

). DELIBERATIONS

After the Hearing concludes, the Board of Directors will
then go into a closed session. During the closed session,
only Board members may be present.

1. If the Board of Directors believes that additional
testimony or additional questions of the subject
individual(s), complainant, investigator, or a witness
is required, the Board of Directors may reopen the
Hearing.

2. While in closed session, the Board of Directors
may deliberate freely. For each allegation presented,
the Board will determine whether it is supported
by substantial evidence. The Board will determine
whether the subject individual(s) committed the
alleged violation based on the preponderance of the
evidence (more probable than not). Determination
will by a 2/3 majority.

3. Each Board member will have one vote. The Hearing
Chair will be allowed to vote, if a member of the
Board of Directors.
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4. If the subject individual(s), complainant, or the
investigator is a member of the Board of Directors
they will not be included in deliberations and will
not be authorized to vote. Instead, they may choose
an individual to serve on the Board for the purposes
of the disciplinary hearing. This selected person will
be allowed to vote.

5. Minutes of closed sessions of the Board of Directors
shall be separate from the general Board of Directors
meeting minutes and shall not be stored in the
general ASRC Archive, but shall be stored in a
secure location only available to Board of Directors
members.

K. PENALTY

If the subject individual is found to have committed the
alleged violation(s), the Board of Directors must deter-
mine the appropriate penalty. Selection of the penalty
will occur by a simple majority vote. The Hearing Chair
will not cast a vote except in the need to break a tie vote.
The Board of Directors may select from the following
penalties.

1. Probation - A written warning indicating that the
subject individual has been judged to have com-
mitted violation of ASRC policies or procedures.
Probation shall be for a specified period, not to
exceed two years. An individual who has been placed
on probation and is found to have committed an
additional violation will be required to appear before
the Board of Directors for consideration of further
action including without limitation expulsion. Upon
completion of the probationary period with no other
infraction, the record of violation shall be perma-
nently removed from the individual’s file.

2. Letter of Censure — A letter of censure is a written
confirmation that the individual has been judged
to have committed a violation of ASRC policies or
procedures. A letter of censure becomes a permanent
part of the individual’s file.

3. Suspension - Suspension from Search Activities
and/or suspension from the ASRC. Suspension will
be imposed for a specified period, not to exceed one
year. The period will be set by the Board of Directors.
Suspension from the ASRC will preclude the individ-
ual from participating in any ASRC missions, events,
meetings, or representing themselves as a member of
the ASRC during the suspension period.

27



Discipline with Due Process

28

4. Expulsion from the ASRC - This penalty will be
imposed when the individual has been judged yo
have committed a very serious infraction, includ-
ing a very serious infraction of ASRC policies or
procedures, as outlined in the ASRC Bylaws, Article
II, Section 7

5. Other Relevant Sanctions - In addition to the
penalties described above, other sanctions may be
imposed, such as, but not limited to; restitution,
designated service or special projects, etc.

Informing the Subject

L. INFORMING THE SUBJECT

The subject individual(s) (and the subject member’s
Group Chair) will be informed of the Board of Directors
determination and penalty decision following deliber-
ations. In all cases, the presiding officer shall prepare

a summary document detailing the determination but
not details of the deliberations. If the subject has left

the Hearing before a decision is reached, the Board of
Directors will provide the written determination to the
subject within 10 days of having reached a decision.
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X.

As outlined in the ASRC Articles of Incorporation,
Article XI (B), action may be taken without a meeting.
Electronic voting is intended primarily for non-con-
troversial issues, but will be used in order to continue
to conduct important conference business between
formally scheduled Board of Director meetings. The
overarching purpose to take action without a meeting
will be to timely and effectively conduct the business of
the conference.

Electronic Voting

A. MoTION

A formal proposal may be initiated by one of the Board
of Directors via electronic mail to the current list of the
Board of Directors. Another Board Member may second
the motion by formally indicating such in a reply to the
original, electronic correspondence. Unless otherwise
formally specified by the ASRC Chair, the ASRC Chair
automatically states the question on the motion.

B. DiscussioN/DEBATE PERIOD

Unless otherwise specified or extended by the ASRC
Chair, a debate period of 7 calendar days will be allotted
to ensure ample time for Board Members to formally
debate all facets of the motion. If deemed necessary by
the ASRC Chair, or specifically requested by a Board
member, a special teleconference may be scheduled to
further facilitate effective debate.

C. PUTTING THE QUESTION

After the 7 calendar day debate period, unless otherwise
formally specified by the ASRC Chair, the ASRC Chair
shall proceed to put the question in the form of a formal
electronic notification to the current list of Board of
Directors that voting will commence. The ASRC Chair
may direct the ASRC Secretary to issue this notification.

The electronic notification will include the motion, a
summary of debate topics, a current list of ASRC Board
of Director Representatives eligible to vote on the matter
and any other relevant instruction specific to the vote.

D. ELECTRONIC RESPONSE INVITATION

The ASRC Secretary, or other designee as directed by
the ASRC Chair, shall issue to each of the current ASRC
Board of Directors a personalized, electronic ballot link
in order to respond to the question and cast their vote.

1.

Electronic Voting

The personalized ballot will contain the Board mem-
ber name, Group affiliation, date, time and exact
wording of the motion. The ballot will also contain
the Board member, Group affiliation, date and time
of the second.

. The electronic ballot will allow the ASRC Board

Member to respond (a) In Favor of Motion, (b)
Opposed to Motion, (c) Abstained from Motion. In
order to properly manage and confirm registered
responses, the electronic record will also require that
the Board Member enter First Name, Last Name,
Team Name, Phone Number, Email Address and
Home Zip Code.

If an electronic form is used, and a Board member
is unable to complete the form due to technical
difficulties, then an email from the Board member’s

Motion proposed by
- board of directors
member by email.

Motion seconded by
BOD member by email
and is automatically
put to the question.

Day o

Discussion period ends
(unless extended). Chair
or Secretary notifies
BOD that voting has
started (voting closes
once 75% have voted)

Day 7

Secretary reminds those
who have not voted
to vote, if needed.

Day 14

if 75% have not voted,
Chair may declare lack of
quorum and close vote,
or extend voting period

Day 21
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registered email address, containing all of the above
information, is emailed to the Secretary, this shall be
an acceptable alternate to the electronic form.

4. The format of the tracking number assigned to
each electronic vote will adhere to the following
parameters:

a. ##-MMYYYY (eg: o1-022010 — First motion of
February 2010)

b. ## - This is the motion number, sequential start-
ing at o1

c. MM - This is the month the motion was made in
numerical digits

d. YYYY - This is the year the motion was made in
numerical digits

E. REspoNsE PERIOD

The response period will be open until such time as at
least 75% of those entitled to vote with respect to subject
matter respond to the electronic invitation by formally
registering In Favor, Opposed or Abstained or for at
least 14 calendar days.

1. The ASRC Secretary will monitor the status of
responses and will issue at least one formal reminder
at the 7 calendar day mark, addressed personally to
those Board Members that have not yet responded to
the question. The reminder will contain basic infor-
mation about the motion and will contain a person-
alized link for the Board Member to electronically
register their response.

2. If 75% of the Board Members do not respond to
the electronic invitation within the 14 calendar day
response period, the ASRC Chair shall consider it

Response Period

the absence of a quorum. At that time, the ASRC
Chair may request that additional electronic or
telephonic reminders are issued in order to obtain a
quorum or the ASRC Chair may render the question
null and void.

F. VOTING RESULTS

A majority vote in the affirmative adopts any motion
brought before the Board of Directors in an electronic
vote format, unless otherwise specifically identified
under parliamentary rules (per Preamble of the ASRC
Bylaws 1.3, the current edition of Robert’s Rules of Order
Newly Revised), or specific rules, such as requiring a

2/3 majority, found elsewhere in the Administrative
Manual, in the Bylaws, or the Articles of Incorporation.

G. VOTING SUMMARY

At the conclusion of the 14 calendar day electronic
voting period, the ASRC Secretary will provide to the
ASRC Chair a summary of all responses to the ques-
tion and at the direction of the ASRC Chair, the ASRC
Secretary will prepare and disseminate a formal elec-
tronic notification to the Board of Directors regarding
the voting result. The notification may include:

1. Declaration that the motion was adopted or lost
2. Details of the motion and the second

3. Details of the response cast by each of the ASRC
Board of Director Representatives

4. A summary of the response statistics and any perti-
nent details regarding the effect of the vote.
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XI.

Uniform

ASRC Uniform and Allowable Use

of the ASRC Emblem/Logo

A. Loco PURPOSES

The ASRC logo is used to meet several objectives. First
and foremost, it serves as the organization’s primary
means of formally identifying the ASRC and its
members.

1. Use of the ASRC Name, Patch, and Emblem/
Logo - The ASRC name, emblem or logo, whether
incorporated in the ASRC patch or in some other
form, is the most readily recognized symbol of
the organization. Its use on missions or for official
business purposes is encouraged. However, general
personal use of the name/emblem/logo provides
unacceptable opportunity for misrepresentation of
the organization. The use of the ASRC name, patch
and/or emblem/logo shall be limited to official,
ASRC sponsored business (including, but not limited
to, training and missions at Group or conference
levels), except that the logo on personal items such
as member’s personal vehicles. Once an individual is
no longer an ASRC member, or a Group is no longer
a member Group of the ASRC, that individual or
Group may no longer display the ASRC logo.

2. Display of ASRC patches by Non-ASRC
Organizations - Non-ASRC organizations/individu-
als may receive patches for display in patch collec-
tions (or other appropriate displays) through request
to the ASRC Board of Directors.

B. THE ASRC UNIFORM

Group members may optionally wear their own stan-
dard group uniform. Use of the ASRC uniform is not
mandatory.

1. GENERAL

The ASRC Uniform consists primarily of a standard
light blue work shirt with certain specified patches on it:
the ASRC patch on the left shoulder, medical patch on
the right shoulder, Group patch on the left breast, name
on the right breast, and above the name, an optional
Mountain Rescue Association or state SAR council
patch. (Left and right refer to the left and right of the

person wearing the uniform shirt.) No other patches or
symbolic devices may be worn on the ASRC uniform
shirt.

a. T-shirt - A yellow T-shirt with a black ASRC
logo on the left breast, and optionally a large black
ASRC logo on the back, may be used. However,
the standard blue uniform shirt is preferred wear
at the Incident Command Post or Base.

b. Enforcement of uniform standards shall be the
responsibility of the Group Training Officer.

c. The Vice-Chair of the ASRC Board of Directors
shall be responsible for identifying and publishing
sources of uniform shirts and patches as well as
recommending preferred providers.

2. SHIRT SPECIFICATION

a. The ASRC uniform shirt is a light blue shirti,
either long-sleeve or short-sleeve. Button-up shirt
with collar (blue chambray, technical, or synthetic
fabrics are acceptable).

b. Left Shoulder — On the left sleeve, just below the
shoulder, shall be a standard 4” diameter ASRC
patch. Below the ASRC patch, rockers designating
ASRC certification level may be worn, but are not
required. Although patches with the new logo are
preferred, patches using the old logo are accept-
able indefinitely.

c. Right Shoulder - On the right sleeve, just below
the shoulder, shall be a patch or patches indicating
the member’s medical qualifications, if any. As a
general rule, if the member has multiple medical
qualifications, the highest qualification shall be
represented here. Rocker bars or other qualifying
patches (e.g., instructor rocker, EMT or first aid
level rocker, or Wilderness EMT patch) may be
added.

d. Left Breast — On the left breast may be a Group
patch. The Group patch shall be less than 4” in
maximum dimension.
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e. Right Breast — On the right breast, just above
the pocket, shall be one of two name devices, and
above this, an optional patch as described below.
Groups may specify one of the two name options
as required for Group members, and Groups may
make policy as far as patches to be worn above the
name.

(1) Name Option 1 - Plastic Name Plate: A 3/4” by
3” plastic engraved nameplate, white on blue,
with the member’s first and last name on top
and “Appalachian Search & Rescue” below, may
be used.

(2) Name Option 2 - Sewn Name Tape: An Air
Force standard white-on-blue sewn name tape,
with the member’s name, may be used.

ASRC Uniform

(3) Optional Patch - Above the name plate or
name tape, members may wear, by Group pol-
icy, or if no Group policy has been established,
by individual option, either a state search and
rescue council patch, or for qualified members,
a small (“cap”) Mountain Rescue Association
patch.

. Outer Garments - There is no requirement for an

ASRC uniform outer garment. However, members
may place patches as specified for the ASRC uni-
form, and only such patches, on an outer garment to
wear as an ASRC uniform outer garment. For a vest,
members should place on the vest only those patches
that would be worn on the left and right breast of the
member’s uniform shirt. There is no specification for
color or material for outer uniform garments.

. Pants - Jeans are not to be worn with the ASRC

uniform shirt. Otherwise, there is no specification
for pants. For formal occasions, navy blue pants may
be worn.
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The ASRC Uniform made

simple

version 3.3 7 March 2018

Mountain Rescue Association
cap (small) patch (MRA Rescue
members only) or state SAR
council patch (optional)

Pennsylvania R i g h t
VA
SAR
Council —

Patch

WILDERNESS
SPECIALIST

WEMSI

Medical patch/
rockers (e.g.,
Wilderness

EMT over EMT)

KEITH CONOVER

Standard military style white on royal blue name tape, available

from many military clothing suppliers such as uscav.com,
1800nametape.com, uniformnametape.com.

May be last name or full name. If you have a long last name,

Best is to fold ends to size the width of pocket.

It is possible to sew name tapes to Velcro and put Velcro on the

uniform.

The ASRC uniform is really just a uniform shirt. It is a
Dickies or similar blue chambray work shirt with certain
patches on it. It can be either short or long sleeve. If
you want to wear an ASRC patch, it has to be on an
official ASRC uniform shirt. You may, if you wish, turn
an outer parka or other outer garment into an ASRC
uniform garment by placing an ASRC patch on it.
However, as with the shirt, the above patches and only
the above patches may be worn on it. So, don’t wear an
ASRC patch on other uniform shirts, and don’t wear any
patches except for the above on an ASRC uniform shirt

L Y

@

Left
ASRC Patch.
May add rocker
bars for FTM,
FTL, Search
Manager
S

RESCUE

Group patch. As with
MRA/State patch, may
be centered over pocket

OR centered over middle
half of pocket to keep
clear of packstraps.

The ASRC uniform shirt is based on a blue chambray work shirt.

(Chambray is fine lightweight fabric woven with white threads
across a colored warp.) The preferred source for ASRC uniform
shirt is Dickie’s. Dickie’s blue chambray work shirts are available
online at www.dickies.com, also at WalMart. Other brands such
as Carhartt and Cabelas are acceptable, provided the shirt is of a
similar color blue chambray.

Chambray is made from cotton. If anyone finds a source for a
wicking chambray shirt suitable for uniform use, please let
everyone in the ASRC know!

ASRC patches/rockers should be obtained from your Group.

Fabric name tapes may be obtained from US Cavalry (www.us-
cav.com) and a variety of other online suppliers.

Uniform
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XIl. Application and Release

APPLICATION TO THE

APPALACHIAN SEARCH & REScUE CONFERENCE

AND RELEASE OF LIABILITY

I hereby apply for acceptance as a volunteer with the
Appalachian Search & Rescue Conference (hereinafter
the Conference).

I understand that in doing so I may be asked to
participate in training and/or search and/or rescue
incidents and/or tasks (hereinafter events) anywhere in
the world to serve in a potentially dangerous, chaotic,
life-threatening situation wherein my personal safety
cannot be guaranteed. I understand that I am subjecting
myself to situations that may encompass a variety of
natural and man-made disasters and/or events in which
I may be subject to illness, injury or death. I understand
that these situations may lack proper water, food, shel-
ter, sanitation and medical care. I further understand
events may expose me to death or disability caused by
diseases, direct and indirect assault by humans and
wild beasts, attacks by venomous creatures, exposure
to environmental hazards (including but not limited
to fires, high temperatures, flash floods, swift water,
mud slides, landslides, rock slides, blizzards, ice storms,
snowstorms, bitterly cold temperatures, tornadoes,
high winds, lightning strikes, hazardous plant life, etc.),
electrical shock, serious or deadly falls, hazardous ter-
rain, and injury or death from a technical rescue system
failure. I understand that all the modes of transportation
available to me may pose a risk both at the event and
transportation to and from the event. I understand that
I may be subject to unusual emotional and psycholog-
ical stress that may occur at the incident or long after
the incident. I further understand that any appointment
of a safety officer or other officer responsible for safety
or the creation of a safety rule or regulation shall not
be construed to be an indication that the Conference is
liable for my personal safety. Accordingly, I also realize
that I may refuse any event for any reason and I may
refuse, alter, or abort any task when I feel I have received

DATED this

in (city or county)

applicant printed name and signature

, state or Commonwealth of

an inadequate briefing, inadequate training, inadequate
sleep, possess inadequate physical strength, or do not
feel that the event is safe. Finally, I realize that the infor-
mation available to those briefing me may be incorrect
or inadequate.

I understand the Conference will not provide insur-
ance for me of any sort, whether disability, accident,
medical, life or any other form of insurance. I under-
stand that I will receive no pay for my services and
may not receive reimbursement for my out-of-pocket
expenses.

Nevertheless, I willingly volunteer to engage in such
hazardous activities under often difficult conditions
knowing that I may be exposed to life-threatening
situations.

As a consequence and in consideration of the priv-
ilege of training and participation with the group, I
hereby assume all of the above mentioned risks, and will
hold the Conference harmless from any and all liabil-
ity, actions, causes of actions, deaths, claims, demands
of every kind and nature whatsoever, whether in tort
in contract or in any other legal theory, which may
arise from or in connection with my participation as a
volunteer with the Conference. In doing so I similarly
release the officers, directors, agents and membership of
the Conference. The terms of this release shall serve as
a release and assumption of risks for my heirs, executor
and administrators and for all those dependent upon
me.

I state that I am of legal age and competence accord-
ing to the laws of the jurisdiction in which I reside and
certify that I have read and understand the above. If I
am married, my spouse joins in this release as evidenced
by my spouse’s signature below. If I am a minor my par-
ent or legal guardian joins in this release as evidenced

he signature below.
byt e signature below revised 1994, reformatted 2018

spouse or parent or legal guardian
printed name and signature



XIll. Photo-Video Release

AUTHORIZATION TO REPRODUCE
PHYsICAL LIKENESS, PHOTO OR VIDEO

APPALACHIAN SEARCH AND REScCUE CONFERENCE

I hereby irrevocably grant to Appalachian Search and
Rescue Conference and its successors, assigns, licensees,
employees, agents and affiliated companies (collectively
as “the ASRC” the right in perpetuity throughout the
universe, and in all now known and hereafter existing
media, and in any language, to use the photographs and
physical likenesses of myself, and if I am signing on
behalf of an organization, each and all of its members,
in and in connection with the production, exhibition,
exploitation, merchandising and promotion of the films/
videos/photographs and recordings.

The photographs/videos governed by this grant shall
be those that are provided to the ASRC or to be taken by
mutual arrangement with the ASRC. If signing on behalf
of an organization, I hereby represent and warrant that
I have proper releases from each and every individual
person depicted in the photographs/video for the above
grant of rights, which shall include the consent of the
parent or guardian of each minor individual.

I understand that the ASRC is relying on this rep-
resentation in its use of the photographs/video and
likenesses.

I agree that the foregoing grant includes the right to
use the photographs, videos and physical likenesses in
any form, including, without limitation, photographs,

DATED this

in (City OF COUNLY) ..ot
individual’s printed name and signature
if on behalf of an organization,

organization’s printed name

Photo-Video Release

QPLAC/Y/
K “

; ’
) w
« S
Y C

CH+RE?

pictures, artistic renderings, silhouettes or other
reproductions by photograph, film, video, tape, digital
photograph, digital recording or otherwise.

The rights granted herein include the right to use
excerpts or videos or stills (including excerpts or stills
or videos containing the photographs and likenesses)
in any other motion picture or in any video disc, video
cassette, website, magazine, newspaper, catalog, poster,
advertising or other publication, recording, or on
television, radio, the Internet or in any other medium
and includes the right to edit, delete, alter, blur, retouch,
distort, create an optical illusion and/or juxtapose in
which any likeness appears, and/or change the sequence
of events.

I represent that the consent of no other person, firm,
corporation or labor organization is required to enable
the ASRC to use the photographs, video and likenesses
and that such use will not violate the rights of any third
parties. I acknowledge that nothing herein requires the
ASRC to use the photographs, videos or likenesses. I
hereby certify and represent that I have read the forego-
ing and fully understand the meaning and effect thereof,
and intending to be legally bound I have signed this
Authorization.

1 January 2018 version
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XIV. Team Application to Become an ASRC

Group [reserved]
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XV.

Insurance Claims

A. REPORTING

1.

Any potential claim under the ASRC’s insurance,
even for relatively minor equipment losses, shall be
reported to the ASRC Risk Management Officer with
a copy to the ASRC Chair.

2. Those filing reports of a potential claim shall do so as

soon as practical after the incident occasioning the
potential insurance claim.

3. For education and risk mitigation, the person

reporting a potential insurance claim shall file an
anonymized report using the ASRC’s incident and
near-miss reporting system.

Insurance Claims

Directors members and other ASRC Officers unless
the Risk Management Officer, with the advice and
consent of the Chair, determines that other speci-
fied parties should have access to these reports. The
Risk Management Officer shall maintain secure
and redundant records of those other than ASRC
Board of Directors members and Officers who have
accessed these records.

. The Risk Management Officer, with the advice and

consent of the Chair, shall determine whether to
handle the situation as self-insurance (pay for losses
directly from ASRC funds to avoid increasing insur-
ance costs), to file a claim with the ASRC’s insur-
ance carrier, dismiss the potential claim, or request

additional information. This assessment shall include
a review of the report to insure that all requirements

for insurance coverage have been met and addressed

in the report. The Risk Management Officer or Chair
may request a review of the entire Board of Directors
to guide them in this decision.

B. RECORDsS AND DiIsPOsITION
1. The Risk Management Officer shall maintain secure

and redundant records of all such reports. Access to
these reports shall be restricted to ASRC Board of
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XVI. Publications Committee

A. STRUCTURE AND MEMBERSHIP

1.

With the advice and consent by majority vote of

the ASRC Board of Directors, the Chair of the

Board of Directors shall appoint, and may remove,
the Publications Committee Chair with the advice
and consent, by an affirmative vote, of the Board of
Directors. The Publications Committee Chair need
not be a member of the Board of Directors. The
Publications Committee Chair shall report to, and be
accountable to the ASRC Board of Directors.

With the advice and consent by majority vote of the
ASRC Board of Directors, the Chair of the Board of
Directors shall appoint two additional voting mem-
bers of the Publications Committee, with the advice
and consent, by an affirmative vote, of the Board of
Directors. The voting members must be members
of the Board of Directors and must not be from the
same Group.

The following ASRC officers shall be non-voting
ex-officio members of the Publications Committee:

a. Conference Training Officer
b. Risk Management Officer
c. Credentialing Board Chair

d. Information Technology Officer

. The Chair of the Publications Committee may

appoint, and may remove, additional non-voting
members of the Publications Committee. These
members need not be ASRC members.

. The Chair of the Publications Committee shall notify

the Secretary and Information any changes to the
membership, including name and contact informa-
tion, of the Publications Committee so this names
may be a matter of public record, though contact
information shall be restricted to ASRC members.

DUTIES AND AUTHORITY

. The Publications Committee shall be responsible for

the content of any publication that has an educa-
tional or similar content and a Creative Commons
license except for our governing documents; exam-
ples include Essentials for Search and Rescue and the
One-Pagers as well as training slide-shows or videos.

. 'The decisions of the Publications Committee to pub-

lish or revise do not need to be reviewed or approved
by the Board of Directors, but the Board of Directors
may review or override a decision of the Publications
Committee.

. The Publications Committee Chair shall apprise the

Secretary and the Information Technology Officer
of any new, revised or retracted publications so

that this information may be of public record. The
Publications Committee Chair shall submit any new
or revised publications to the Archivist to be placed
in the ASRC Archive and linked on the public pages
of the ASRC website.



XVII.Corps

A. DEFINITION AND FUNCTION

1. A Corps is functional grouping of individuals within
the ASRC formed at the discretion of the ASRC
Board of Directors.

2. The mission of a Corps is to provide resources
trained to support the operational mission of all of
the ASRC Groups where those resources are trained
in a specific functional area of SAR operations, but
are not associated with a geography.

B. STRUCTURE AND GOVERNANCE

1. To be created, a Corps shall have a Corps Charter
that is approved by the ASRC Board of Directors.
The Corps Charter shall serve as the Corps gover-
nance document.

2. Asneeded, amendments to the Corps Charter shall
be proposed by the membership of the Corps, in
accordance with the provisions of the Corps Charter.
Changes to Corps Charter must be approved by the
ASRC Board of Directors.

C. CoRrPs PRINCIPAL OFFICERS

1. Each Corps shall have a Corps Officer named after
the Corps (for example, Remote Support Officer).
The duties and authority of the Corps Officer shall be
detailed in the Corps Charter. For a new Corps, the

Corps

first Corps Officer shall be appointed by the Board of
Directors. The term of the Corps Officer shall be no
longer than two years.

. Each Corps shall have a Deputy Corps Officer

named after the Corps (for example, Deputy Remote
Support Officer). The duties and authority of the
Deputy Corps Officer shall be detailed in the Corps
Charter. For a new Corps, the first Deputy Corps
Officer shall be appointed by the Board of Directors.
The term of the Deputy Corps Officer shall be no
longer than two years.

. Every year or as needed, the membership of the

Corps, in accordance with procedures in its Corps
Charter, shall nominate Corps members for the posts
of Corps Officer and Deputy Corps Officer. The
Corps shall forward these nominations to the ASRC
Board of Directors, who shall consider this nomi-
nation either at the next scheduled ASRC Board of
Directors meeting or by electronic vote. A simple
majority of ASRC Board of Directors votes cast is
required to confirm a Corps Officer and Deputy
Corps Officer.

. The Corps Officer shall be an ex-officio member of

the ASRC Board of Directors, non-voting unless
otherwise qualified for a vote on the ASRC Board of
Directors. The Deputy Corps Officer shall serve as
an alternate ex-officio member of the ASRC Board of
Directors, non-voting unless otherwise qualified for
a vote on the ASRC Board of Directors.
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XVIIl. Situations Not Covered

In the event a situation is not addressed in this docu-
ment, the ASRC Chair may contact appropriate mem-
bers of the Conference. The ASRC Chair may then
confer with other members of the Conference and
take action as required by the situation, but within the

intent and scope of the Administrative Manual policies
and procedures. Such actions shall be brought before
the Board of Directors for review at the next Board of
Directors meeting.



XIX. Change History

Available old versions are posted in the ASRC Archive
at http://archive.asrc.net.

JANUARY 2019 (VERSION 5.2)

» Added new section on insurance claims.

» Added expanded section on the new Publications
Committee.

« Changes in the Membership section and a new sec-
tion on Corps.

SEPTEMBER 2018 (VERSION 5.2)

+ Added short section on the Publications Committee
and another on the Information Technology Officer.

+ Added a graphic timeline sidebar for electronic
voting.

APRIL 2018 (VERSION 5.0)

+ Added section on guiding principles.

+ Gotrid of change pages.

o Greatly expanded section on ASRC meetings and
included Activities.

+ Added a section on the Dropbox account.

« Significant changes about Group rosters.

o Got rid of the 36-month review.

« Modified the uniform policy to allow use of the old
patch design indefinitely, while encouraging patches
with the new logo.

 Added sidebar on timeline for electronic voting.

« Numerous other housekeeping changes throughout.

JANUARY 2018 (VERSION 4.4)

+ Added yearly IRS filing to the duties of the Treasurer.

+ Belatedly added the section approved 11 January 2015
as regards the Medical Advisory Committee and
Medical Committee with minor editorial changes.

+ Added a section on the ASRC Archive.

« Major revisions to the disciplinary policy.

+ Added Release approved by BOD in 1994.

+ Added video/photo release.

« Minor editorial changes here and there (typograph-
ical errors and formatting), including significant
reformatting of the sample proxy.

OCTOBER 2017 (VERSION 4.3)

o Added a section on Years-of-Service Awards (multi-
ples of 5 years).

+ Added a section on Outstanding Service Awards.

« Minor editorial changes.

Change History

MAY 2017 (VERSION 4.2)

Major revision of Appendix A, Discipline with Due
Process

Added email alternate to forms for electronic BOD
voting

Added number of FTMs and FTLs for certified
Groups.

Minor editorial changes.

FEBRUARY 2017 (VERSION 4.1)

Reformatted using the new ASRC Branding Guide

as approved January 2017. Also added the Branding
Guide to our list of governance documents.

Minor editorial changes, fixed misspellings and typo-
graphical errors.

As per the ASRC BOD vote May 2016, eliminated all
references to At-Large Membership.

As per the ASRC BOD vote February 2017, added the
Fellowship program and the new Branding Guide.

JULY 2013 (VERSION 4.0)

Renamed from General Administrative Manual to
Administration Manual

Many housekeeping changes to conform with current
bylaws, fix minor errors, and clarify wording.

Added section General Maintenance of Operational
Documents.

Added information about Board of Directors and
ASRC General Membership Meetings, including
more detail on proxies.

Increased the dues.

Significant changes to section on the ASRC budget.
Added sections on ASRC Officers Supporting the
Board, Criminal Activities, Disciplinary Action, and
Legal Actions.

Modified the sections on ASRC Group Administration
Policies and Situations Not Covered; and, Appendix B:
Group Rosters and Appendix C: Electronic Voting.
Added to Appendix D a section on Electronic
Administrative Records Retention, and in Appendix

E modified the section with text about the ASRC
Uniform.

FEBRUARY 2002 (VERSION 3.2)

1999 (VERSION 3.1)

FEBRUARY 1998 (VERSION 3.0)
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