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MISSION STATEMENT

The mission of the [Insert club name] is:
· To promote friendship among our members, by encouraging participation in group activities and social events of the club.
· To assist new members in becoming familiar with the area in which they live.
· To promote the social well-being of our members, through a sense of connectedness.


BOARD OF DIRECTORS


Functions
The Board shall manage the day-to-day and strategic operations of the Corporation, including, but not limited to, financial and membership activities.  Board Members are expected to make every effort to attend monthly Board meetings, execute their assigned responsibilities and support the efforts of the Board.


Directors’ Code of Ethics
All members of the [insert Club name] Board of Directors, including Appointed members, Co-chairs, Assistants and Committee Members, agree to comply with the following, throughout their term:

Conduct at Meetings
At all times, they will conduct themselves in a professional and businesslike manner at meetings of the Board or members. They will approach all issues with an open mind, preparing to make the best decisions on behalf of the [Insert Club Name] and its members. 

Honesty and Good Faith
They will act honestly and in good faith and do nothing to violate the trust of the 
Board and the members they serve.

Confidentiality
They will not disclose to any person information discussed by the Board, results of votes, and any information decided by the Board to be confidential. When in doubt, they will request determination by the President.

Support
They will abide by and support decisions of the majority of the Board, even though they may disagree, and will not disparage Directors with whom they disagree.

Minimize Conflict
They will attempt to prevent or minimize conflict and disruption and will promote good relations amongst the Board team members and all persons involved in our Club. In the event of a conflict, they will make all possible attempts to resolve the issue respectfully and amicably. Any unresolved issues will be brought to the attention of the President.

Performance of Duties
They will commit the necessary efforts, will exercise the appropriate leadership and will assume such duties as may reasonably be required to fulfill their responsibilities.  They will make a concerted effort to attend Board and member meetings.  They will abide by the governing laws, the [Insert Club name] By-laws, including the “Code of Conduct” and any other policies and procedures that may be in place.

Records

[Outline how records will be dealt with upon leaving a Board Member’s position]

JOB DESCRIPTIONS

The board will consist of a minimum of the following seven elected positions: 

President
a. Presides at all Board and General Membership Meetings.
b. Responsible for monthly reporting to the Board and ensures the smooth operation of the Board and the Club as a whole.

Vice-President
a. Assists the President as requested and acts in her place when required.
b. Chairs the Nominations Committee each year.

Secretary 
a. Records the minutes of Board and Membership meetings and acts as custodian of all records including the by-laws, financial records, minutes, contracts, etc..
b. Provides all Board members copies of the minutes in a timely manner.
c. Prepares and sends letters and/or cards as requested by the President.
d. Responsible for mailing the Newsletter to those members unable to accept an e-mail copy.
e. Keeps records of bank account numbers, personal identification numbers, post office box keys, incorporation data, etc..
f. Responsible for updating the Corporations records, including filing any changes in Directors with the appropriate government agency.

Treasurer
a. Prepares and submits the annual draft budget to the Board by the August Monthly Meeting, and final annual budget for approval by the end of September annually.
b. Pays bills approved by the Board and is responsible for keeping an accurate record of receipts and expenditures of funds.
c. Responsible for annual contractual renewals, including: NNAC membership, Liability and Directors & Officers Insurance, Website/Domain, etc..
d. Receives and deposits all electronic transfers of funds from Members as well as all cash and cheques.
e. Reviews the Club’s financial status at Board meetings.
f. Prepares and submits yearly Income Tax Return to the Canada Revenue Agency (CRA).
g. Presents a summary of the Club’s financial position at the AGM.

Membership Coordinator
a. Receives and keeps records of all Membership applications, ensuring the waiver has been signed, as well as annual membership renewals.
b. Ensures all membership fees are given to the Treasurer for deposit.
c. Updates records on a monthly basis.
d. Compiles Membership Roster for distribution.
e. Ensures that all paid members receive a copy of the By-laws and Membership Roster.
f. Informs the Board via email of new members in a timely manner, providing details of the new members including the activities they are interested in.
g. Follows up and responds to inquiries from potential new members, including those generated from the website and the Club’s email.

Events Coordinator
a. Responsible for organizing all Social Events and Members’ Meetings (i.e. location, speakers, menus, etc.).
b. Presides over Social Events.
c. Purchases any decorations and door prizes required for Social Events and Members’ Meetings in keeping with approved budgets.

Activity Coordinator
a. Responsible for ensuring there are Convenors for all interest groups.
b. Communicates regularly with the Convenors and any new members who have expressed interest in certain activities.
c. Contacts the new members, welcomes them to the [Insert Club Name] and informs them that the Convenors of their selected activities have been contacted and will be in touch.
d. Requests that the Convenors keep the Activity Coordinator informed of any changes to their group.
e. Presents proposals for new Activities for Board approval.
f. Informs Newsletter Coordinator of any changes to the Activities’ Convenors.
g. Escalates any concerns/issues to the President or the Board if assistance is required, particularly if there are any Code of Conduct issues

The Board may, at its discretion, include the following positions on the Board to a maximum of eleven directors:

Reservations Coordinator
a. Receives all requests for reservations to Social Events and Members’ Meetings.
b. Prepares a list of all members who have confirmed and paid for attendance at a function.
c. Provides the Events Coordinator with number of members attending.
d. Follows up for payment of any “no shows” from the Social Events or Members’ Meetings.

Hospitality Coordinator
a. Prepares any name tags required for distribution at Social Events or Members’ Meetings.
b. Arranges press releases, advertising and marketing for the Club.
c. Sells 50/50 tickets at Social Events and Members’ Meetings when required.

Welcoming Coordinator
a. Contacts new and or potential new members to meet in person.
b. Arranges for new members to attend a Social Event or Members’ Meeting to introduce them to some current members.
c. Arranges introductions and seating of new members, as identified by the Hospitality Coordinator, at the new member’s first Social Event or Members’ Meeting.
d. Follows up with new member for feedback on her experience.

Newsletter Coordinator
a. Collects and edits input for the newsletter from Board Members and Convenors at the beginning of each month.
b. E-mails the completed newsletter to the general membership, advising the Secretary of any newsletters for mailing to members without e-mail.
c. Sends out additional information to the general membership as requested by the Board.

The following positions report to the Board:

Website Coordinator 
a. Maintains and updates the [Insert Club name] website as requested by the Board.
b. Maintains and updates the [Insert Club name] Facebook page, as requested by the Board. 

Past President
a. Upon a President’s completion of her term and commencing upon the beginning of the term of the new President to the [Insert Club name] Board of Directors, she may be appointed as past President.
b. Provides assistance and historical information to the current President.

Club Historian/Archivist
a. Maintains records of [Insert Club Name] history, including: newsletters, photos, marketing materials, cards, etc. (NOTE: Maintaining all other records of the Corporation is the responsibility of the Secretary.)
b. Provides information to the Board upon request.

Assistant Coordinators
a. From time-to-time there may be members appointed to assist a Coordinator position. 
b. This may be because the Coordinator has requested an assistant, the individual being appointed to the position would like to gain a greater understanding of the role, or other reasons that may be determined by the Board.


MEMBERSHIP FEES

1. The membership fee is $35.00 per annum and payable no later than June 30.

2. Membership fees payable will apply to new members as follows:
Those joining from July 1 to December 31 shall pay the full annual membership fee;
Those joining between January 1 to March 31 shall pay 50% of the annual membership fee and upon renewal shall pay the full membership fee per annum thereafter; 
Those joining after April 1 shall pay the full membership fee but shall be exempt from paying the renewal membership fee for the following year only.
3. A signed and completed application form must be received by the Membership Coordinator, from a new member, including both the waiver and conditions outlined on this form.

4. A potential new member may attend one Activity and/or one Monthly Social Meeting, before joining the BNC.




CONVENORS

The Club is supported by Activity Convenors who work under the direction of the Activity Coordinator. Convenors of the [Insert Club Name] are appointed for a one-year term, which may be extended, and are responsible for the operation of the [Insert Club Name] Activity Groups. They must be members in good standing of the [Insert Club Name]. All Activity Convenors will be required to follow the “Guidelines for Convenors”.

Guidelines for Convenors

Roles and Responsibilities
a. Report to the Activity Coordinator.
b. Maintain an up-to-date contact list and a waiting list to fill vacancies if/when they occur.
c. Verify that all attendees are paid up members of the [Insert Club Name], for insurance purposes.
d. Ensure an equitable sharing of hostess duties.
e. Submit monthly information to the Activity Coordinator for newsletter and/or Board, if required.
f. Participate in the “Annual Meeting of Convenors” and the “Club Fair”.
g. Notify Secretary when any member of their Activity Group is ill or in the hospital.
h. Never solicits gifts in the name of the [Insert Club Name].
i. Abide by the “CODE OF CONDUCT” in the By-laws.

Starting New Activities
a. Activity Groups can be started at anytime, but the usual start time is in the Fall.
b. If you have an idea for a new Activity, speak to the Activity Coordinator – they may know if anyone else is interested.   
c. All Activity Groups must be registered with the Activity Coordinator.

The Club Fair
a. The Club Fair provides the Club and Convenors with the opportunity to showcase their Activities and allow members to sign up for Activity Groups.
b. It is organized by the Activity Coordinator and the Convenors.  
c. Each Convenor will have a table with a display of their Activity.  Convenors are encouraged to be on-hand to greet Club members and sign them up if they are interested.
d. The Club Fair is typically held in September or October annually.

Annual Meeting of Convenors
a. Once annually, in conjunction with the Club Fair, a meeting of Convenors will be held.  
b. This meeting will be hosted by the Activity Coordinator and members of the Board.
c. The purpose of the meeting is to give Convenors an opportunity to meet each other, share ideas with fellow Convenors, review the Convenor Guidelines and have an opportunity to interact with members of the Board.

Scheduling Activities
a. Activities will get the greatest participation if they don’t conflict with other Club Events or Activity Groups.  
b. Before scheduling your Activity, check the latest newsletter, Activities Calendar or with your Activity Coordinator.

Hosting & Welcoming New Members
Convenors should make every effort to welcome new members to their Activity Groups.  Some suggestions:
a. Provide name tags for all members;
b. Make note of new members joining your Group and make sure that you introduce them to existing members.
c. If at a seated Activity, place a new member between existing members, or buddy them up with someone, so that they feel included and welcome.
d. When attending a Social Event, or another Activity Group where you may be a member, use the opportunity to introduce yourself and talk about your Activity Group.
e. Some Activities require a Hostess at all events. Solicit help in hosting from members of your Activity Group so that you have a few who can take a turn if/when required.

Support for Convenors
The role of the Activity Coordinator is to support the Convenors. Support is also available from:
a. past Convenor for your Group;
b. members of the Board;
c. other Convenors;
d. members of your Group.

Communication Responsibilities
Keep your Activity Group members well informed by taking full advantage of our Club’s communication vehicles.  
a. Website – describe your Activity to potential members; 
b. Social Events – ask for a few minutes at a monthly event to highlight your Activity Group;
c. Newsletter – share the enjoyment of your Activity Group, and photos, with other members.  Keep your newsletter article brief, providing a concise summary of what your group has been up to.
d. Email – keep your Activity Group up-to-date via email. Remember to “blind copy” (bcc) members of your group.
e. For members with no email, suggest they buddy up with a member who has email so that they can stay informed.
f. Keep the Activity Coordinator and the Board advised of your activities and any issues or challenges where you may require assistance or support.

Managing No-Shows
Members have great initial enthusiasm and often sign up for groups and events but don’t follow through with participation. 
a. When organizing an event, reduce your financial exposure and avoid unnecessary work. 
b. If your Activity requires payment, ensure that you request payment (by cheque) before members can register for the Activity. 
c. Within Activity Groups, ask ‘no shows’ if they would like to be removed from distribution lists.
d. Once or twice annually, send out a group email to your member list to ask if they still wish to be part of the group.  Eliminating members who are not participating opens up the Activity to others who may be interested.

Activity Group Sizes
The Convenor decides what the optimum size should be for the activity and if the group should be split for any reason.  For some Activities, the size of the group may be limited by the venue.

Transportation of Members to Activities
The cost of any transportation is borne by the members participating in the Activity.  For smaller groups, car-pooling is the usual mode of transportation. In the event of a claim, the auto insurance of the drivers involved would apply, then, if applicable, the passenger’s own insurance.  The policy coverage of the Club would apply last.

Length of Service for Convenors
Though there is a one-year ‘term of service’ for Convenors, most Activity Groups  continue for as long as the Convenors enjoy them and there are sufficient participants. Convenors are encouraged to think ahead and consider job sharing. Get a member of your group to coordinate with you. You will both want to take holidays. Build in a succession plan - have someone who will be involved in leading this year and perhaps take over next year. 

How Long Does an Activity Group Last?
Any group will last only as long as enough people enjoy it and someone will organize it. Groups can ‘fade away’ for many reasons. The group may not operate as envisioned by those who signed up. Some may try it for a while and decide it’s not for them, or they may want to try another activity.  If the time comes to disband a group, please let the Activity Coordinator know if your group is no longer active or the leadership changes.

Liability of a Convenor
a. Members of the [Insert Club Name] and invited guests, are covered by the Club’s group liability policy as long as what they do is a registered activity of a group that is organized and operated with full knowledge and approval of the [Insert Club Name] Board of Directors.
b. Consider any risks involved in your activity and ensure that your members are aware of them and can judge whether it is suitable for them to participate.  Risky activities, such as zip-lining, mountain climbing, ski jumping, rodeo involvement, etc. are not covered, nor is anything in an airplane, including skydiving.  Activities like golfing, regular hiking, and bike riding are covered. 

Liability When Hosting Activity Groups
When hosting Activities in the home, liability coverage would fall to the Convenor’s insurance policy first, and then the Club’s.  There is no coverage for alcohol related incidents in the [Insert Club Name] Liability Policy. It is recommended that you do not offer alcoholic beverages.


COMMITTEES

Standing Committees
The [Insert Club Name] will have one standing committee; the Nominations Committee. This committees will be formed and convened annually as stated below.

Nominations Committee

Purpose
The purpose of the Nominations Committee is to select a slate of candidates for the [Insert Club Name] Board of Directors to present to the membership for voting.

Committee Selection, Size, Length of Terms
a. The Nominations Committee is composed of four members who each serve for a one- year term. Committee members may serve for more than one term.
b. The Vice-President will chair the Nominations Committee.
c. The three remaining members will be appointed by the Board of Directors, with one of the members being a current Director and the other two being from the general membership.

Duties and Responsibilities

a. Ask each member of the current Board if she wishes to continue as a member of the Board in her current or a different role to establish which positions will be vacant;
b. Obtain from the Membership Coordinator a list of members who indicated on their membership applications an interest in participating on the Board;
c. Ask the President to include in her newsletter comments a request for any member who is interested in joining the Board to contact the Vice-President;
d. Contact all members who have indicated interest and determine if they wish to be Board Members or assist in another capacity;
e. Provide each interested candidate with a job description for the position in which she is interested;
f. Invite members who have indicated interest to attend a Board Meeting;
g. Present a slate of candidates for Board positions and a list of prospective Coordinators and Assistants, who do not wish to serve on the Board, to the Board for approval. The Committee Members will make every effort to ensure that individuals on the slate have the skills required to competently perform the duties of the position for which they have been nominated.
h. Provide information about the candidates to be sent to members with the notice for the Annual General Meeting;
i. Prepares a final report for presentation at the Annual General Meeting;
j. Conduct the election at the Annual General Meeting
k. Report the election results at the Annual General Meeting.

Timeline
	January
a. The Board will begin discussions concerning the formation of the Nominations Committee.
b. The Vice-President will contact prospective committee members.
	February 
a. The Board will finalize the Nominations Committee.
b. The Vice-President, as Chair of the Nominations Committee, will convene the first meeting.
c. Committee members will begin to contact prospective candidates.
	March 
a. The Committee will continue contacting prospective candidates.
b. Prospective candidates who have already been identified will be invited to attend the March Board meeting.
c. The President will include in her comments for the March newsletter a request for members interested in serving on the Board to contact the Vice-President.
d. Publicize the nomination process in the March newsletter and distribute nomination forms, upon request.
	April 
a. Report to the Board on the progress of nominations and potential appointees;
b. If there are two members wishing to be nominated for one position, a member may be encouraged to pursue a position that does not have a nominee;
c. Publicize the nomination process in the April newsletter and distribute nomination forms, upon request;
d. The deadline for nominations for the Board of Directors is April 30th of each year.
	May 
a. Present the Nominations Report and the slate of candidates for the Board and other positions to the Board for approval.
b. Prepare a list of candidates for Board and other positions, along with information about the candidates, to be sent with the Annual General Meeting notice.
	June 
a. At the Annual General Meeting, present the Nominations Report and the slate of candidates for the Board to the membership for election or approval. 
b. If there is only one candidate for each position on the Board, the slate will be announced and the members will vote to approve.
c. If there is more than one candidate for any position on the Board the members will vote for each contested position and vote to approve the slate of candidates for the uncontested positions. 
d. The members who will be appointed to the non-Board positions will be announced.

Ad Hoc Committees

	An Ad Hoc Committee is defined as a committee formed for the purpose of specific projects and is disbanded upon the conclusion of the project or initiative.
a. Committees are typically chaired by a Director.
b. The Committee size and selection will be determined by the Board.
c. The Chairperson is responsible for directing the Committee, arranging meetings, setting agendas, taking minutes and communicating with other Committee Members.



ATTENDANCE AT MONTHLY SOCIAL EVENTS

Monthly Social Events are typically held on the first Wednesday of the month. The number of Events held each year shall be determined by the Executive. No Events will be held in July and August. 

Monthly Social Events are communicated to the membership via the monthly Newsletter and email. 

Reservations are required to attend all Monthly Social Events. If a member is subsequently unable to attend, they must cancel by the deadline date communicated for each Social Event. If the reservation is not cancelled in advance, the member will be required to pay for the reservation. 

Note: If two unpaid functions remain outstanding, membership will be revoked. 

Payment for Monthly Social Events may be made as follows: 
In Advance: Payment may be made by e-transfer prior to the event. Details are noted in all event communications. 
At Social Event: Payment may be made by cheque only (no cash) payable to “Burlington Newcomers Club” upon check-in at the event. The member will be responsible for any charges incurred for any returned cheque by the bank. 

Attendance at Monthly Social Events: 
All members at Monthly Social Events must be members in good standing of the [Insert Club Name].
· Monthly Social Events are open to all members. 
· Members are required to notify the Events Coordinator if they are unable to attend a Social Event they have signed up for. 
· A potential member may attend one Monthly Social Event to “try” out the Club and determine if they are indeed interested in joining. 
· Registration for attendance as a guest or guest of a current member must be coordinated with the Reservations Coordinator. 
· At certain Monthly Social Events, members may be invited to bring a guest. Guests must be registered with the Reservations Coordinator and will be required to purchase a ticket as per the prices communicated for each Monthly Social Event. 
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