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ID Magazine Managing Editor
Job Description

Purpose of Job:

To oversee and coordinate publication of the International Doula, ensuring timeliness of all quarterly issues, accuracy,
appropriateness, grammatical correctness and aesthetic pleasantness.

Duties/Major Areas of Responsibility:

Production and publication of the International Doula, DONA International’s quarterly print publication for its
membership, including but not limited to:

e soliciting artwork, photography, articles and other materials for publication;

e originating ideas for topics, storylines, feature articles, etc.;

¢ communicating with contributors that their work has been received and is under consideration, as well as
regarding major content changes and acceptance or rejection of article(s), etc.;

e ensuring inclusion of necessary in-house advertisements and administrating contracted advertisements as per
DONA International’s stipulations for appropriate advertisers in the absence of an advertising manager;

o distributing articles to the volunteer Editorial Committee for editing and review and overseeing the Editorial
Committee’s responsibilities;

e preparing a budget sheet of articles, advertisements and other submissions per issue;

e presenting articles selected for each issue to the volunteer Review Committee in a timely manner for their final
review and approval prior to publication, and managing the volunteer Review Committee;

e managing the layout and design process with the publication service provider;

e overseeing and steering the graphic design direction with the publication service provider;

e reviewing the final proof of the International Doula for the publication service provider within the required
timeframe for quarterly publication and distribution; and

e communicating regularly with the Director of Publications regarding all aspects of production

Volunteer Committees:

The Editorial Committee reviews and edits material for inclusion in the International Doula. The Editorial Committee is
comprised of volunteer DONA International members, who report to the Managing Editor under the direction of the
Director of Publications.

The Review Committee evaluates the appropriateness of content for inclusion in the International Doula prior to final
selection. Standing members of the Review Committee include the President, President Elect, Director of Publications,
Director of Education, Intercultural Director and Director of Public Relations. Intercultural and Public Relations directors
will provide additional approval for design and images prior to publishing.

Responsible to:
Membership
Director of Publications
Board of Directors
Qualifications:
e Current DONA member

e DONA certified doula in good standing
e Excellent writing and editing capabilities



Proficient in matters relevant to birth and postpartum professionals

Efficient computer skills, including desktop and Internet publishing

Knowledge of publication market framework

Self-motivated, resourceful, organized, accountable and attentive to details
Ability to manage volunteers

Good people skills

Maintain a social media presence that demonstrates loyalty to DONA International

Non-compete/non-disclosure:

The contractor agrees not to share information about DONA International's internal workings or plans with or for a
competitor to DONA International. This includes working with, advocating for, or publicly promoting a

competitor. "Competitor" includes organizations or businesses that certify, educate or train birth and postpartum
doulas.

Duration of Appointment:

After the successful completion of the probationary first complete production cycle, the International Doula Managing
Editor will be appointed for a one (1) year term inclusive of the probationary period, which is subject to a successful
annual contract review. The term may be renewed thereafter under the same conditions. The International

Doula Managing Editor serves at the pleasure of the DONA International Board of Directors and Director of Publications
at their discretion. This contract may also be terminated on 90 days advanced written notice by either party.

Time needed (per week):

20 hours +/- at various times during the quarterly production schedule

Stipend:

$10,000.00 USD per year, paid at $2,500.00 USD upon completion of each quarterly issue

Application procedure:

1. Aresume' or curriculum vitae
A one (1) page letter of intent, which covers the applicant’s goals for the position, demonstrates a working
knowledge of the time commitment and responsibilities of the position; expresses a desire to serve DONA
International and explains why the applicant is the right person for the position

3. Reference phone and email contact information for two (2) people who can attest to the applicant’s

qualifications

Disclosure of any potential conflicts of interest should be made with application

Read and sign a DONA International non-disclosure agreement

o s

Applications will be reviewed on a rolling basis
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G D N A Conflict of Interest

Policies & Procedures

Purpose:
It is the policy of DONA International that all Board of Directors, committee chairs and members,
contractors and consultants shall, in actions taken by them on behalf of DONA International, avoid
conflicts and the appearance of such conflicts, between their personal and professional interests
and those of DONA International. This policy guideline shall be furnished to each Board of Director,
committee chair, committee member, contractor and consultant.

Definition:

A volunteer, contractor or consultant shall be considered to have a personal or professional interest in
any educational program, publication, contract, grant, investment decision or similar transaction from
which the volunteer, contractor or consultant or a member of his or her immediate family (i.e., spouse,
child, sibling, parent) will or could receive payment, profit or other remuneration, or if any commercial or
non-profit entity with which he or she is associated may similarly benefit.

Enforcement:
The President or Executive Director should regularly review the Disclosure Forms to be able to remind
those in conflict if necessary. Depending on the policy, a member with a conflict either will leave the
room before discussion starts or may participate in deliberation but will not be present during the

voting. This process protects the organization from biased decision making and allows the board to
keep its integrity.

Disclosure:
Disclosure of personal interest shall be accomplished in the following manner:

I. Disclosure Form:

An essential part of a strong conflict-of-interest policy is a disclosure form. This is a document that
every board member, committee chair and member, contractor and consultant should fill out
annually, listing all of his or her professional, financial and personal affiliations that might affect his
or her independent decision-making capacity during service to DONA International. This
document serves as a guide to determine conflict of interest over specific issues. The Disclosure
Form should be presented to the Executive Director to be filed with the DONA International
Home Office by January 15t of each year.

II. Discussion and Vote:

At the beginning of any formal discussion of any issue before the board or committee in which a
board or committee member concludes that a conflict of interest exists, the member shall inform the
Executive Director or committee chair and committee that such a conflict exists and shall refrain from
discussing or voting on such issue. The minutes of such discussions shall identify any members
abstaining from such discussion or votes.

If any questions shall arise as to whether a particular activity or organizational association
constitutes a conflict of interest for a board member, committee chair or member, contractor or
consultant, the question shall be submitted to the Board of Directors for decision. A majority vote
of the Board of Directors shall decide such questions. In any case in which the Board of Directors
determines that a conflict of interest exists, the board member, committee chair or member,
contractor or consultant shall take the action required above. If the board member, committee
chair or member, contractor or consultant fails to take the action required, the Board of Directors
may remove said individual according to the requirements existing under the DONA International
By-laws or may ask said individual for resignation of his or her term or position.

BOD Original Approval: 07/31/02
Last Revised: 07/13/16
BOD Revision Approval: 07/16
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G D N A Conflict of Interest

Policies & Procedures

Guidelines to help determine what may be a conflict of interest:
A conflict of interest can be considered to exist in any instance where the actions or activities of an individual on
behalf of DONA International also involve the obtaining of an improper gain or advantage to an individual, an entity
with which they are affiliated, or an adverse effect on the interests of DONA International. This includes instances in
which the individual acts to support or advance projects at their place of employment or business, or for a place for
which they provide consultant services. Conflicts of interest can also arise in other instances. Although it is impossible
to list every circumstance that may give rise to a potential conflict of interest, the following will serve as a guide to the
types of activities that might cause conflicts.

I. Outside Interests:
To hold, directly or indirectly, a position or financial interest in any outside concern from which the individual has
good reason to believe DONA International secures services.

To compete, directly or indirectly, with DONA International in the purchase or sale of property rights, interests or
services.

II. Outside Activities:
To render directive, managerial, or consultative services to any outside concern or association that does business
with or competes with the services of DONA International in the field of doula training and certification.

No board member, representative, committee chair, committee member, consultant, business associate, affiliate or
trainer from another national or international organization that offers doula training and certification will hold any
DONA International leadership position.

In general, members of the Board of Directors and committees may provide personal, professional or consultant
services to commercial and other entities consistent with other contents of this statement, but may do so only in
their individual capacities and not as a representative of DONA International. The identities of such relationships
should be made by each member of the Board of Directors, as noted above.

I11. Gifts, Gratuities and Entertainment:
To accept gifts, gratuities, entertainment or other favors from any outside concern that does, or is seeking to
do, business with DONA International.

IV. Outside Information:
To disclose or use information relating to the business of DONA International for the personal profit or
advantage of the individual or her/his immediate family, or an entity with which the individual is affiliated.

BOD original approval: No record
Last revised: 3/14/2018
BOD revision approval: 08/2015
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Policy & Procedure
Conflict of Interestand Disclosure Form

Please initial in the space at the end of Item A and complete Item B, whichever categories are appropriate; and
sign and date the statement and return it to the requesting party.

A. | am not aware of any relationship or interest or situation involving my family or myself which might result in,
or give the appearance of being, a conflict of interest between such family member or me on one hand and
DONA International on the other.

Initials

B. The following may be relationships, interests or situations involving me or a member of my family that |
consider might result in or appear to be an actual, apparent or potential conflict of interest between such
family members or myself on one hand and DONA International on the other;

Initials

For-profit corporate directorships, positions and employment with:

Nonprofit trusteeships or positions:

Memberships in the following organizations:

Contracts, business activities and investments with or in the following organizations:

Other relationships and activities:

My primary business or occupation at this time is:

| have read and understand DONA International’s conflict of interest policy and agree to be bound by it. | will
promptly inform the President of DONA International of any material change that develops in the information
contained in the foregoing statement.

Type/print name Signature Date

BOD Original Approval: 7/31/02
Last Revised: 06//16
BOD Revision Approval 07/16
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Non-Disclosure Agreement

It is important for all volunteers and service providers of DONA International to respect the confidential
nature of documents and information learned in the course of their interaction with DONA International and

other volunteers and service providers.

Confidential Information includes all proprietary information, such as member lists, and all non-public
information belonging to or about DONA International. Information should be considered non-public
unless it is published on the DONA International website or distributed in written form outside of

DONA International committees or governingbodies.

By signing below, you confirm your agreement to keep all Confidential Information confidential and
refrain from disclosing it unless specifically authorized to do so by DONA International. This

Agreement survives the end of any volunteer or service period for DONA International.

Signature:

Printed Name:




