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Overview
The guidelines, rules and regulations contained within this document are only applicable to volunteer-led national chapters. For
information on staff-led national chapters, please consult the
document “SCA Staff-led National Chapter Rules & Regulations.”
The Specialty Coffee Association will designate which national
chapters are volunteer-led and which are staff-led based on
criteria for number of members in the country/territory, potential growth of membership and the national chapter’s financial
stability.
These guidelines, rules and regulations are effective as of 10
September 2017.
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About
National
Chapters
A national chapter is a local body that represents the association’s members in a specific country or regional territory. To
be eligible for the formation of a national chapter the country
or regional territory must meet the following criteria:
• A minimum of 5 non-affiliated company or corporate
members are located within the country or regional
territory and;
• A minimum of an additional 20 members of any category,
excluding employee members, company individual
members and associates, are located within the country
or regional territory.
For smaller national chapters, either in terms of population or
number of members, exemptions may apply from meeting all of
the above criteria at the discretion of the association.
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Governance
The national chapter is governed by a national committee made
up of five volunteers, each of whom is elected to a specific role
by the members in that country or regional territory.
The five national committee roles are as follows:
• National Coordinator [Chair]
• Membership Coordinator
• Marketing/Communications Coordinator
• Education Coordinator
• Events Coordinator
More information on each of these roles can be found within
this document.
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Term of Office
The National Committee are elected to office for a period
of two years and in that time period should endeavour to
effectively carry out their responsibilities and adhere to the
guidelines, rules and regulations provided in this document.
National Committee members may stand in the same role
for a maximum of two terms (i.e. 4 years in total).

Responsibilities
The responsibilities of the National Committee vary by role,
however as a group working cohesively together, they are responsible for assisting with engagement, retention and recruitment plans, as well as organising the national competitions and
other events for the benefit of all members, and effectively
communicate with local members in local languages.
A full list of the Roles and Responsibilities for each role is available in a separate document.
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Additional
Roles
Depending on the number of members in the national chapter,
it may be necessary for the national committee to be expanded
with the addition of deputy roles and/or sub-committees/
working groups.
This should be done at the national committee's discretion, and
may be appointed as required by a majority vote within the
committee. Deputy coordinators and members of sub-committees/working groups will not be recognized as an official
position within the national chapter and therefore are not
bound by the same agreement described within this document.
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Marketing &
Communications
The National Committee are encouraged to maintain an
active online profile, through the use and regular update of a
website, social media and newsletter throughout their term.
The use of any branding or logos should adhere to the associations Brand Identity guidelines. Any use of the brand or logo
that is outside of these guidelines must be submitted to the
Marketing team (marketing@sca.coffee) for approval, prior
to any content becoming readily available to the general
public.
A National Committee may register a domain name for their
chapter website where one does not exist, provided this has
been authorised by the association.
Full details should be submitted to the Communications
team, including the name and contact information of the
registrar, plus any user names and passwords required for
upkeep of the domain registration.

Continued next page.
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Marketing &
Communications
Similarly, the national committee may create any social media
accounts it deems necessary to effectively communicate with
the members in that country or regional territory. The usernames and passwords for these accounts must be submitted
to the association's communications team immediately upon
generation, and with any subsequent changes to either the
username or pass-word.
If you have not already done so, please send all relevant log-in
credentials for websites and social media to:
communications@sca.coffee.

8

Election Process

An Election Officer is appointed by the Chief Membership
& Communications Officer prior to the start of any election.
The election process will be completed within the final
three months of the existing committee’s term of office.
This date will be communicated to the incumbent national
committee and any other relevant parties.
The nominal and company individual members of the
country or regional territory will be notified of the upcoming election, including the start and end date, and request
ed to submit their nominations for candidates within a set
timeframe. Once the election is open, any member joining
after this date will not be eligible to vote. The following
rules must be adhered to when nominating a candidate:
i. The candidate is a nominal or company individual
member of the association and has been highly en gaged within the specialty coffee community for at
least two years;
ii. The candidate has no outstanding membership
dues;
iii. The candidate is registered in the correct
membership category;
Continued next page.
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Election Process
iv. The candidate resides in the national chapter’s
country or regional territory;
v. The candidate has agreed to stand in the election;
vi. The candidate has not served for two or more terms
in the role they are nominated for;
vii. The nominator/candidate submits a 100-word
biography and photograph for use on the association’s
website.
4) The list of nominees is verified by the Election Officer
against the above criteria. Where all nominees’ candidacy is
valid, the list is approved. Where any discrepancies occur,
these will be addressed directly with the candidate and an
attempt will be made to resolve the issue. Where no resolution can be found, the candidate will be disqualified from
the list.
5) The final list will be posted on the association’s website
alongside the online ballot. Links to these two pages will be
sent via email to the members located in the national
chapters country or regional territory with instructions on
how to vote and the elections closing date. This email shall
serve as declaration that the election is open.
6) Immediately after the close of the election, the votes will
be counted and verified. Any duplicate votes or votes from
non-members will be discounted.
Continued next page.
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Election Process
7) The final result is submitted to the Chief Membership &
Communications Officer for endorsement. Should any
issues arise, these will be dealt with in conjunction with the
Executive Director. The Chief Membership & Communications Officer reserves the right to refer any serious issues
to the Presidents Council and/or the Board of Directors.
8) On approval of the result from the Chief Membership &
Communications Officer, the Election Officer will inform
the successful candidates and request their acceptance of
the nominated role. The successful candidates are required
to read and sign this document, the Roles &
Responsibilities document, and the Acceptance Agreement.
9) On receipt of confirmation from each of the successful
candidates, the Election Officer will then notify the unsuccessful candidates and thank them for their participation.
An email will be sent to the Chapter Coordinator and all
members in that country or regional territory informing
them of the election result and of the newly elected
national committee.
The newly elected national committee will formally take
office once the incumbent committee’s term of office
expires after two years.
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Resignation
& Dismissal
A member of the committee reserves the right to resign,
provided a notice period of one month is given in writing to the
Association and to the national committee. The association
reserves the right to terminate a committee member's tenure in
the event of misconduct or where the coordinator has brought
the association or community into disrepute.

Exceptions
1) In the event that a member of the committee resigns
before the end of their term, a by-election will be held to fill
the post. The rules and regulations of the by-election are
the same as above but will only apply for the unoccupied
role(s), and will be managed and implemented by the
National Coordinator or other suitable coordinator as
appropriate.
2) In the event that more than two of the nominated
candidates work at the same organization, only the two
candidates with the highest number of votes will be eligible.
Any candidates in excess of the two permitted will be
disqualified from the election result.
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Conduct
All members of the national committees are expected to act in
the best interests of the specialty coffee community and its
members. As an ambassador for the association, any inappropriate conduct will be treated with the utmost seriousness and
could lead to dismissal from the coordinator’s role. Any formal
complaints against a member of a national committee should
be made in writing to the association.
Any conflict of interest between a national committee member
and the national chapter or the association must be declared in
advance of any discussions, planning or negotiations. All planning,
agreements, and contracts with sponsors/venues will be conducted
with the full knowledge of all of the committee. No single
agreements or arrangements made by any one individual
coordinator will be accepted unless full approval of the
Chapter Committee.

Legal
Requirements
The national chapter are bound by the legal requirements of the
country in which they are based. The national committee are
responsible for understanding the law within which they must
operate. Legal status must be established according to the legal
requirements of the county if it is not already in place. Legal and
financial liability will not be accepted by SCA. Chapters are
responsible for the balance of accounts.
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National Chapter
Benefits
• New chapters (i.e. a brand new national chapter which
has not existed before) are entitled to $1000 (or equivalent) start-up rebate from the Association. This rebate can
only be made available when a valid invoice is presented by
the national chapter to the association for payment,
accompanied by proof of purchase.
• A maximum of 10% of all membership revenues per chapter will be made available in the form of a rebate for
national chapters to organize events or other activities
for members. This rebate can only be made available
when a valid invoice is presented by the national chapter
to the association for payment.
• All national committee members receive a VIP ticket to
either the US or European trade show, provided
registration is completed in advance.
• Provision of guidance and tools to ensure compliance with
local health, safety, and insurance requirements at events.

These Rules and Regulations are correct at time of going to print and are subject
to change without notification. The latest version of this document is available
by request from the association.

