DUTIES FOR THE PROFESSIONAL STANDARDS ADMINISTRATOR
FUNCTION
Enforcement of the Code of Ethics is a privilege and responsibility of each Board and Association as established in Article IV of the Bylaws of the National Association of Realtors®. Effective January 1, 2002 every Board and Association must designate a person or entity responsible for administration of professional standards processes. Persons primarily responsible for administration of professional standards processes must have successfully completed training on professional standards administration meeting the learning objectives and minimum criteria established by the National Association of Realtors® from time to time.
DUTIES & RESPONSIBILITIES
A.
Complaints (ethics and/or arbitration) are filed with the Professional Standards Administtrator (Administrator). The Board Secretary (or Executive Officer) frequently takes on the role of Professional Standards Administrator, however, it can be any board member trained on professional standards administration as outlined under “Function” above.

B.
Depending upon established administrative procedures of the local Member Board, the Administrator may provide additional information to the complainant concerning the required basis and form(s) for properly filing a written complaint. Only written complaints should be a basis for further consideration and action by the Board, except the Grievance Committee is not precluded at any time from investigating, at its discretion, any written or oral complaint against a member, or from reviewing any information which may come to its attention concerning a Board Member.

C.
The administrator then iniates the Professional Standards process as outlined in the NATIONAL ASSOCIATION OF REALTORS® Code of Ethics and Arbitration Manual, published annually.   For a digested version of the Professional Standards process, click here to access the Kansas Association of REALTORS® CEAM Annotated.
