[image: image1.emf]Appendix 10
Hay River Minor Hockey Association

Guidelines for Conducting Monthly Meetings



HRMHA will meet regularly once a month on the 1st Tuesday of every month from 6 - 8 pm during the operational months of October to April (date and time is at the discretion of the executive). Off season (May to September) and extra meetings over and above the regularly scheduled monthly meeting are often needed and will be scheduled accordingly. All meetings will be called by the President (or designate) and communicated to all HRMHA Members by the Secretary in a timely manner to give people enough time to adjust schedules if required.

The meetings will not last more than two hours unless agreed to by all participants attending the meeting (or alternately another meeting will be scheduled to finish off agenda items not gotten to). Agenda items will have an approximate time allotted for each item and that time will be displayed on the agenda.

To save on time, Divisional Reports should be submitted in writing and distributed to all members by email on the Monday prior to the meeting. These reports will also be posted on the website once reviewed by the Secretary. Any items Directors wish to bring up should be added to the regular agenda and not discussed through the divisional reports agenda items.

Any issues of a private nature related to discipline, volunteer conflicts, coach/player conflicts, etc. should be addressed under "In Camera" on the agenda. 

In order to get through the many items on the agenda, stay organized and productive, and to allow everyone to have an opportunity to have input, the following is how HRMHA will conduct their meetings :

1. 
The President will act as the Chairperson. In the President's absence, the Vice President will act as the Chairperson. The Chairperson will control the agenda and the meeting.

2.
The Secretary will take minutes of the meeting. The Secretary will record in the minutes any action items that occur throughout the meeting and will have these action items typed up and distributed as soon as possible to allow for action to be taken to meet deadlines. These action items will contain: The task (and brief description of task), the name of the person assigned the task and a deadline for completion of the task. When the 'complete' meeting minutes are distributed (usually just prior to the next regularly scheduled monthly meeting) these action items will be included as an attachment to the minutes so as to be approved by motion. Individuals attending the meetings are also required to take their own notes regarding action items they have been assigned.

3.  
To allow input from all Members in attendance in a controlled, respectful manner, Members will raise their hand when wanting to speak. The Chairperson will select Members in order of when they have raised their hand and everyone who wishes to speak will get a chance to speak to the item up for discussion.

4.
Once the meeting has been called to order, Members in attendance are asked to not engage in sideline conversations. Please wait for the break which will be called after one hour into the meeting.

5.
To make the job of taking minutes easier for the Secretary, Members are asked to keep on topic and follow the agenda, unless the agenda has been amended at the beginning of the meeting.

6.
Additions to the agenda under "Other items/business" should be identified at the beginning of the meeting and added to the agenda accordingly.

*See attached sample of monthly meeting agenda.
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