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A. Purpose

The purpose of the Career Guidance Chairperson Position is to promote the advancement of the transportation planning and engineering profession by fostering the close association of professionals with civil and transportation planning and engineering students.  

Student members are valuable assets and the future leaders of the Institute and the goals and objectives related to students outlined herein can only be achieved by proactive interaction with student members of the Institute.

B. General Responsibilities

The Career Guidance Chair is responsible for assisting universities and colleges within the Western District set up and maintain student chapters.  The Chair is also responsible for the production of the college newsletter, running the various student competitions, and working with both the local sections and International on student related Institute business.  Additionally, the Chair should be available to student chapters to provide information and advice on issues ranging from contact information for members and officers of the Institute to providing career guidance advice and materials.

The Career Guidance Chair is responsible for assisting professional members in the Western District with career guidance and providing opportunities to enhance career growth. This can include development of a mentoring program that provides an opportunity for a young ITE associate member to form a relationship between a junior (mentee) with a senior transportation professional (mentor).  The Career Guidance Chair will promote an outreach to the younger associate members (new) of ITE Western District.  The Career Guidance Chair is responsible for promoting and supporting opportunities for training and continuing education for Western District members.   

C. Initial Tasks

Upon appointment as the Career Guidance Chair, the designate shall notify ITE International, the student chapters and chapter faculty advisors, the editor of the WesternITE, and the website manager.  The new Chair should verify that the contact information under the “student services” link on the WesternITE website has been changed to reflect the Chair’s current data.  The Career Guidance Chair should have the contact information updated if it changes during the Chair’s term.

D. Board Reports

The Western District Board of Direction holds two formal meetings each year.  The mid-year meeting is typically held in late January or early February.  The second meeting is traditionally held on the first day (Sunday) of the Western District Annual Meetings that take place in June or July (or in August for joint International meetings).  The Western District Career Guidance Chairperson shall provide a report to the Board prior to each meeting.  The report should, at a minimum, detail the activities of the Chair and include information on the student competitions and progress of that year’s initiatives.  Copies of the newsletter, flyers, and other information sent to students or faculty advisors should be included in the report.  The Chair is invited to attend these Board meetings to present the report.

E. Newsletters

The Career Guidance Chairperson is responsible for the production of the college newsletter.  The Chair may appoint an Assistant Career Guidance Chairperson. The Assistant Chairperson’s primary responsibility could be to produce the newsletter.  The college newsletter is typically produced between two and four times a year.  The newsletter should include, but is not limited to, information on the student competitions and information on student activities such as student participation in the Western District Annual Meetings.  Recently, the Board has expressed the desire to incorporate materials provided by students.  Students could submit brief articles, summaries of appropriate papers, and reports on student chapter activities.

F. Flyers

Flyers for the student competitions should be sent to each faculty advisor and/or student chapter.  The flyers should be reminders of the competitions and their deadlines.  The flyers should be accompanied by a letter that asks that at least one flyer be posted on a departmental bulletin board and the other should be passed out in a class such as a transportation engineering related class.

G. Student Competitions

The Career Guidance Chairperson is responsible for the three student competitions that are held each year:

· Student Chapter Annual Report Award

· Student Paper Award

· James H. Kell Student Competition

Detailed guidelines and rules have been written for each competition and are included in the appendix to the guidelines for the Career Guidance Chairperson. 

The Western District exercises its prerogative to have all of the student submittals for the competitions sent to the Western District Career Guidance Chair and not to International.  This procedure is contrary to directions included in the Student Chapter Manuals.  While updates describing the District’s procedures have been sent to each student chapter for insertion in the manuals, this change has caused confusion.  Therefore, the competition guidelines should be included with any competition specific flyers.

Copies of the winning Student Paper and the winning Chapter Report must be sent to International to arrive no later than May 1st for International’s competitions.  The winners shall also be notified and the award checks sent out by April 30th.  The winner of the Student Paper Award shall be invited (all expenses paid, see guidelines) to the Western District Annual Meetings and the winner shall be invited to present his or her paper.

Student Chapter Award

First Place

· $300 for the Student Chapter’s general fund

· Award Certificate 

· Chapter Report is sent to International for their competition

· The Western District will reimburse the student chapter up to $1,000 for student members to travel to the District’s Annual Meetings

Honorable Mentions (2)

· $150 for the Student Chapter’s general fund

· Certificate

All other Chapter Report Submittals

· $100

In addition to the items listed above, the Faculty Advisors for every Student Chapter that submits an Annual Report receives the following:

· $150 voucher toward the Faculty Advisor’s next International dues payment

· The Faculty Advisor’s Western District dues are waived (all Western District Faculty advisors dues are waived as we created a new dues category for them)

· The Faculty Advisor is invited to the Western District Annual Meeting the following summer with complementary full registration.  The District cannot waive International dues for joint meetings.

These incentives are to be used only one time after each yearly submittal of a Student Chapter Report.  Faculty Advisors should be reminded each year that the reports should be created by the students, not the Faculty Advisors.

Student Paper Award

The report judged best

· $500 to the student author

· Award Plaque

· The paper is sent to International for their Student Paper Award Competition

· Invitation to the Western District Annual Meetings:

· Up to $500 for travel expenses which includes up to 3 hotel nights

· Complementary full registration

· Invited to present paper in a technical session

· Paper is published in the Annual Meeting’s compendium of papers

James H. Kell Student Competition

The presentation judged best

· $1,000 equally divided between the student members of the team (maximum 8 team members)

· Certificates shall be presented at the Annual Meetings Awards Banquet (The Career Guidance Chair will need to provide the VP with names of the winning team members immediately after the competition ends in order for the VP to have time to prepare the certificates)

H. Student Chapter Annual Reports

As mentioned above, the Student Chapters are required to submit a Student Chapter Annual Report each year.  The report should include the current Faculty Advisor’s contact information.  A list of the schools and Faculty Advisors that submitted a report shall be forwarded to the President of the Western District.  The District has an incentive program that is designed to encourage Faculty Advisors to have their student chapters submit reports.  Faculty Advisors should be reminded periodically that the students should be writing and producing the reports.  The incentive program includes vouchers for discounts on membership dues and attendance for attending the Annual Western District meeting.  While the Western District Board is responsible for sending out the incentives, the Career Guidance Chair should work with the Board to facilitate the process.

I. Faculty Advisor Contact Information

The Faculty Advisor contact information should be updated once per year.  The Student Chapter Annual Report form includes space for the Faculty Advisor to include their current contact information.  In the event a student chapter doesn’t submit an Annual Report, the Career Guidance Chair should contact the Faculty Advisors and/or the Department‘s Chair to get current information.

J. New Student Chapters/Revitalizing Inactive Chapters

The Career Guidance Chairperson shall field inquires from prospective student chapters about the benefits of ITE Membership, ensure that ITE headquarters sends start-up packets of materials to universities and colleges who request it; work with the chapters in the development of their by-laws and charter; and facilitate by-laws and charter approval by the Western District Board and the Western District Administrator.  The Chair shall facilitate the new chapters receiving their $500 in books from the ITE Bookstore (which are paid for by the Western District).  At the discretion of both the Career Guidance Chair and the Western District Board, the Career Guidance Chair may facilitate the revitalizing of long-term inactive student chapters by offering $500 in books from the ITE bookstore.  The Chair should also help with recreating the by-laws and charters.  If necessary, a new Student Chapter Manual should also be sent to the chapter.

K. Career Guidance Activities for Professionals

The Career Guidance Chair should assist professional members in the Western District with career guidance and providing opportunities to enhance career growth.

A survey for the development of a mentoring program that provides an opportunity for a young ITE associate member to form a relationship between a junior (mentee) with a senior transportation professional (mentor) should be conducted.  The intent of the program would be to enhance the mentees career satisfaction and growth by providing a setting for guidance and assistance in achieving career goals within a one-to-one relationship.  

The Career Guidance Chair will promote an outreach to the younger associate members (new) of the ITE Western District.  This focus on younger members can include younger member mixers at Western District annual meetings, training and educational opportunities, promotion of the benefits and support of ITE, and fostering employers to encourage junior members to attend meetings such as “take a junior” to an ITE meeting.

The Career Guidance Chair is responsible for promoting and supporting opportunities for training and continuing education for the Western District members.  Activities can include promoting training and education at annual meetings, working with ITE headquarters to bring technical resources to Sections, promoting ITE on-line learning center, and identifying and promoting training areas of interest to the Western District members.  
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