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Purpose & Guide Use 
This Subcommittee guidance document is designed to help Co-chairs and 
subcommittee members understand Subcommittee roles, responsibilities, and 
expectations. It serves as a reference for how the team operates, including meeting 
structure, communication, workflows, and decision-making processes. Members can 
use this guide to stay organized, aligned with goals, and accountable for their 
contributions, ensuring the subcommittee works efficiently and effectively. ECAC is an 
Advisory Council and can advise, recommend and advocate for the early childhood 
system. 

About ECAC Sub-Committee 
The Nevada Early Childhood Advisory Council (ECAC) Subcommittees are critical in 
coordinating and aligning Nevada’s comprehensive early childhood system in the 
areas listed below. Each Subcommittee is Co-Chaired by 1+ Appointed Members of 
the ECAC and can have up to 1 Non-Appointed Member for a total of 2 Co-Chairs.  

• Executive Leadership Subcommittee  
• Family Leadership and Engagement Subcommittee 
• Communication and Engagement Subcommittee  
• Policy and Finance Subcommittee  
• Data Subcommittee 
• Work Force Development Subcommittee 

Subcommittee Membership Responsibilities 
• Create their work plan that aligns with the assigned objectives from the 

Strategic Plan. 
• Make recommendations to the ECAC within their subcommittee area. 
• Engage new partnerships and stakeholders to provide insight, expertise, 

and/or updates on related work either through membership or as a Guest 
Speaker/Presenter 

• Review and update work plan in Subcommittee meetings and track progress in 
assigned area. 

• Provide work plan updates at Executive Leadership /General ECAC meetings, 
as Agenda requires 



 

• Recommend changes, state barriers and challenge or ask for feedback / 
suggestions from the Council.  

• Follow Open Meeting Law 
• Committee to attend meetings to avoid quorum issues and report absences 

Quorum: 
• Subcommittees must have a simple majority to hold meetings (members 

present equals 50% of roster plus one) 
• If a member misses 3 consecutive meetings, Co-Chairs may request that a 

member step down if they are unable to actively participate 

Co-Chairs Permissions: 
No approval needed 

 (additional items may be added at the discretion of the council as they arise).  

• Send out Emails on behalf of their subcommittee (Work with Admin Team) 
• Update the workplan activities to align with the strategic plan 
• Co- Chairs can add additional Meetings 
• Subcommittee meeting schedule changes (work with Admin team to 

coordinate logistics). 

Approval needed  
• Sending out emails to the full council (work with ECAC Admin.) 
• For any public facing documents such as flyer, marketing documents 
• Any specific policy statements or definitions endorsement by the ECAC 
• Official letters of support 
• General ECAC Presentations 
• The use of the ECAC logo 
• Posting on ECAC website 

Process of Approval 
• Send Email ECAC Administrative Staff and CC. the Chair and Vice Chair.  

Time Frames to Request an Agenda Item: 
• General ECAC-To be added to the agenda, all requests and supporting 

documents must be submitted by the first Friday of each month.  



 

• Executive Leadership: To be added to the agenda, all requests and supporting 
documents must be submitted by the third Thursday of each month. 

Subcommittee’s Structure: 
• 2- Co-Chair: 1 appointed member and 1 non-ECAC member or 2 appointed 

members 
• Secretary 
• Other roles as assigned by subcommittee 

Co-Chairs Roles and Responsibilities 
Leadership & Collaboration: 

• Co-lead subcommittee meetings and collaborate with co-chairs, members, 
and leadership.  

• Provide coverage for one another when needed.  
• Establish regular co-chair planning meetings and support subcommittee 

leadership roles.  
• Assign leadership roles for your committee 

 
Meeting Management: 

• Prepare for meetings (log in 15 minutes early).  
• Develop agendas with the admin team and facilitate meetings.  
• Review/approve minutes and update the subcommittee workplan.  

 
Participation & Coordination: 

• Active participation in Leadership and General Meetings.  
• Attend related subcommittees when possible.  
• Communicate and coordinate with leadership and other teams.  

 
Planning, Reporting & Documentation: 

• Track progress and support execution of subcommittee goals.  
• Submit reports for quarterly reporting to support the Annual reporting  
• Ensure all documents are shared with Executive Leadership.  

 
Membership & Engagement: 

• Assist with Subcommittee recruitment and provide application feedback  
• Encourage participation and follow up with attendees.  

 
Support Functions: 

• Assist with creating presentations, tools, and resources.  
• Promote accountability, inclusion, and continuous improvement. 



 

Duties for Subcommittee Secretary  
• Taking Meeting Minutes  
• Assist with screen share during meetings 
• Take role call 
• Keep up with Qurom during the meeting, to prevent operating without 

quorum delegate 

Voting Protocol  

For voting protocol reference the bylaws 

Subcommittee Application Process: 
• The Applicate will apply by submitting a application and resume   
• Applicant will be invited to Introduction themselves at the Executive 

Leadership  
• Co-Chair Feedback- Co-chairs will receive information regarding the applicant 

and submit feedback to the ECAC Administrative Team 
• Final Review- will include a review of applicant form, resume, Criteria rubrics 

and Co-Chair feedback. 
• Last step includes Informing the Co-chair and applicant of the final decision 
• The Applicant will need to attend a membership orientation, read and sign off 

commitment on the application form. 

Member Commitment: 
ECAC Subcommittees follow Nevada Open Meeting Law. Regular participation from 
all members is required to keep the work of subcommittees moving forward. ECAC 
requests members to be committed to making meeting attendance and active 
participation their priority. By signing below, you acknowledge that you have read 
and understand the guidance document and the importance of your commitment to 
Nevada’s early childhood system.  

 ______________________________________  _________________________________ 
Signature      Date 
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