SUTHERLAND- FOREST GROVE COMMUNITY ASSOCIATION

Policies and Procedures Manual
Effective September 6, 2009

1.0
INTRODUCTION

The Sutherland – Forest Grove Community Association (the “Association”) has prepared this Policies and Procedures Manual to be used by the members of its directors (the “Executive”) as an information tool and as a guideline for the operation of the Association.

The Association, incorporated in 1984 under the Non-Profit Corporations Act of Saskatchewan, includes the neighbourhoods of Sutherland and Forest Grove that lie within the area North of College Drive/Highway Number Five (5) and East of Circle Drive, South of Attridge Drive and West of Berini Drive in the City of Saskatoon. 

The Constitution of the Association has been included in this manual.
The objectives of the Association are:

· To promote and assist in the educational, recreational and social programs of the      families in the community; and

· To develop the material resources of the community by:


· Working in cooperation with the City of Saskatoon, Community Services Department; 
· Working in conjunction with other organizations;
· Raising funds for carrying out and furthering the objectives of the Association; and
· Promoting community involvement in the Association.

2.0
ARTICLES OF INCORPORATION
ARTICLE I – NAME OF CORPOATION
The name of this organization shall be THE SUTHERLAND-FOREST GROVE COMMUNITY ASSOCIATION (hereinafter referred to as the “Association”).

ARTICLE II – BOUNDARIES

This organization shall include the neighbourhoods of Sutherland and Forest Grove that lies within the area North of College Drive/Highway Number Five (5) and East of Circle Drive, South of Attridge Drive and West of Berini Drive in the City of Saskatoon.
ARTICLE III – Registered Office

Sutherland-Forest Grove Community Association


c/o Sutherland School

1008 Egbert Avenue

Saskatoon, Saskatchewan

S7N 1X6

ARTICLE IV – Class of Membership 


Membership shall be open to any individual, family, or household that resides within the boundaries of the Association upon payment of the prescribed membership fee.

Any individual or family that has paid the required fee shall be considered a member in good standing.  A member in good standing is entitled to the rights and privileges of the Association, including holding office.

ARTICLE V – Right to Transfer Membership Interests


Memberships are non-transferable.  The Association’s memberships are recognized by other community associations within Saskatoon. 
ARTICLE VI – Number of Directors


The Association shall have a minimum of six (6) and a maximum of twenty-six (26) directors.

ARTICLE VII – Type of Corporation 


The Association is a Non-Profit Corporation sub type Saskatchewan Charitable Corporation. 

ARTICLE VIII – ACTIVITIES AND OBJECTIVES 

The objectives of the Association are to promote and assist in the educational, recreational and social programs of the families in the community and to develop the material resources of the community by:
· Working in cooperation with the City of Saskatoon Community Services 

Department

· Working in conjunction with other organizations
· Raising funds for carrying out and furthering the objectives of the Association

· Promoting community involvement in the Association.


ARTICLE IX – Dissolution of the Corporation 


If the Association Executive concludes that it can no longer function as a viable organization then dissolution may be considered.


Dissolution may only be implemented after the membership has met and identified that no further purpose for the Association’s existence can be identified, and through a 2/3 majority vote accepted disillusionment.


Upon dissolution, all remaining assets shall be donated to an organization as prescribed by the Saskatchewan Non-Profit Corporations Act and approved by the Association membership at the same meeting as dissolution was approved. 


If no such directive is issued, the beneficiary shall be as prescribed by the Saskatchewan Non-Profit Corporations Act and shall be chosen at the discretion of the trustees.
ARTICLE X – BYLAWS
This manual is subject to change at the discretion of the Executive.

	BYLAW 1 – EXECUTIVE

	Policies:
	Procedures:

	1.1 Structure of the Executive
The Association shall be governed by a board of directors (the “Executive”) which shall be made up of core positions and such additional positions as required from time-to-time.  The total membership of the Executive shall not exceed 25 members.
	The core Executive positions are: 

· President 

· President Elect (Vice President) 
· Past President

· Secretary/Membership

· Treasurer

· Indoor Coordinator

· Communications Coordinator

· Special Events Coordinator

· Rink Coordinator

· Soccer Coordinator

· Ball Coordinator

· Football Coordinator

· Basketball Coordinator

· Inventory Coordinator

· Member(s)-at-Large



	1.2
Governing Documents
The Executive shall abide by the bylaws, information and direction contained in the Association’s Policies and Procedures Manual.


	Any changes to the Association’s Policy and Procedures Manual must be presented to the Executive and approved by a two-third (2/3) majority vote.



	1.3
Term of Office

Executive positions are two-year terms, with the exception of President, Vice-President and Past President, each of which are one-year terms.


	Vacant Executive positions shall be filled as follows:


· Any Executive member who has completed a two-year term may stand for nomination for an additional term.
· All vacant positions will be advertised to the general public and filled on a first-come, first-serve basis.


	1.4
Authority of the Executive
The Executive shall have power to do all things necessary for the successful operation of the Association and shall be empowered to:

· Administer the funds of the Association for the advancement of the objectives of the Association and the well-being of the Association.

· Commence or discontinue any form of program activity being conducted in the auspices of the Association.

· Expel any member for unbecoming conduct, or failure to carry out his or her duties as a member of the Executive, or infraction of any rules and regulations of the Association.

· Accept any resignation and appoint any member to fill an Executive position vacancy occurring for the balance of that position’s term of office.

· Fill Executive positions as required
· Amend the duties of Executive positions as needed.

· Ensure that the Association is operated on a non-political, non-sectarian basis.

· Ensure that the objectives of the Association are carried on without pecuniary gain to its members, and that any profits are used in promoting its objectives.

· Appoint committees and describe their duties, powers and duration.

· Make such rules and regulations regarding the use of Association facilities as are deemed necessary.


	

	1.5. Executive Position Roles 
By position, the expectation of each Executive position is as follows: 

· President - coordinate the activities of the Association and ensure the objectives of the Association are carried out.
· President Elect (Vice President) - assist the President in the overall leadership of the Association
· Past President - act in an advisory capacity to the Executive and the  Association
· Secretary/Membership - maintain the annual membership lists, written records and archives of the Association.
· Treasurer - responsible for the overall financial matters of the Association
· Indoor Coordinator - coordinate all Indoor Recreation Programs conducted by the Association in cooperation with the Community Services Department (through the Community Consultant) and School Boards.
· Children & Youth Program Assistant - assist the Indoor Coordinator in the operations of Children’s and Youth’s Recreation Programs conducted by the Association. 

· Adult Program Assistant - assist the Indoor Coordinator in the operations of Adult Recreation Programs conducted by the Association.
· Communications Coordinator - promote the Association by preparing and arranging for distribution of the Association’s newsletter.
· Special Events Coordinator – oversee the planning and organization of special events (Family Day in the Park, Soccer Tournament and other events) organized by the Association

· Rink Coordinator - organize and coordinate rink maintenance and operations. 

· Soccer Coordinator - organize and coordinate community soccer in cooperation with the city-wide sports organization.

· Ball Coordinator - organize and coordinate community ball in cooperation with the city-wide sports organization.
· Football Coordinator - organize and coordinate community football in cooperation with the city-wide sports organization.
· Basketball Coordinator - organize and coordinate community basketball. 
· Inventory Coordinator - maintain inventory of all Association equipment, uniforms and supplies.
· Members-at-Large -assist the Association and Executive as required.

	

	1.6
Executive Duties and Responsibilities

Executive shall carry out the duties of their position as set out in Section 4.0 of this Manual.

The Executive shall have the authority to add or change these Executive duties without modification to the Articles of Incorporation and Bylaws.


	The full list of Executive Officers and the duties of each Executive Officer shall be maintained and updated as required and shall be recorded in Section 4.0 of this Manual. 



	1.7 Executive Memberships

All members of the Executive shall be eligible to receive a free membership in the Association during their term of office. 

	

	1.8
Association Clothing 

Executive members are entitled to an article of clothing displaying the Sutherland-Forest Grove logo and colors and will be eligible to receive that article of clothing in the first year of their term.

	The entitlement to an article of clothing is subject to finances of the Association and the approval of the Executive.  The Inventory Coordinator shall order and distribute the article of clothing.

	Executive members who have served less then three (3) years on the association must sign a contract with the Association agreeing to reimburse the Association for the cost of the article of clothing if they do not serve for three (3) years. 
	The Inventory Coordinator shall maintain contracts on file.  The schedule of reimbursement is as follows:

· The full price of the article of clothing if less than one full year is served;

· Two-thirds of the price of the article of clothing if less than two full years is served;

· One-third of the price of the article of clothing if less than three full years is served.




	BYLAW 2- MEETINGS
	

	Policies:
	Procedures:

	2.1
Executive Meetings
· The Executive meets monthly from August to June.
· Meetings shall be open to general attendance but presentation of motions and voting rights shall be restricted to elected or appointed members of the Executive.
· The time, day, and location of meetings shall be decided by the consensus at the fall Executive meeting.
· The President must approve special items for the agenda. Groups and/or individuals must notify the President in advance if they wish to present information at an Executive meeting.
· The agenda for the Executive meeting shall be prepared by the President and distributed one week in advance of the meeting by the Secretary.
· The minutes of the previous meeting, and other reports for the meeting (i.e., written reports, financial statements, proposed budgets, etc.) should be circulated in advance of the meeting.
· Executive meetings are conducted according to rules of order and conduct by meeting etiquette.

	

	2.2
Annual General Meetings (AGM):

· The AGM shall be held prior to the first fall registration night, and shall be open to all members of the community.

· The Executive has the power to designate Executive positions for election at the AGM and appoint committees and describe their duties, powers and duration.
· Election of officers will be held at the AGM. All adult residents shall be entitled to vote at the AGM.

· The Treasurer will present the year-end audit and the annual budget for approval by the community.

· Special items may be added to the agenda at the discretion of the current Executive.

· Fall registration will commence once all key Executive positions, as determined by the current Executive, have been filled.


	Order of Business for AGM: 

· Notice of Meetings

· Minutes of previous meeting 
· Business arising from Minutes

· Reports of the President, Treasurer and Committees

· Correspondence

· Election of Officers

· New Business

· Adjourn

	2.3
Special Meetings
· Special Meetings may be called by the Executive at any time they deem it necessary, for any purpose.

· Special meetings must be called whenever requested by written requisition, signed by not less than twenty (20) voting members.

· A Special Meeting Requisition must clearly state the nature of business to be transacted and no other business other than that specified by the Requisition shall be carried out.

· Requisitioned meetings must be held within twenty (20) days of notification.


	

	2.4
Quorum
· Not less than six (6) of the elected or appointed members of the Executive shall constitute a quorum to conduct business meetings of the Executive.
· Not less than fifteen (15) residents shall constitute a quorum at the AGM.

· Not less than fifteen (15) voting members at a Special Meeting
	

	2.5
Notice of Meetings
· Public notice of general and special meetings must be in writing not less than forty-eight (48) hours preceding the meeting.

· Notices may be published in community media or local newspaper, or delivered by postage or personal service.

· Notice of Executive meetings may be given by telephone. 


	

	2.6
Voting Procedures and Privileges
· Association members 18 years of age and older who reside within the Boundaries shall have one vote per individual on all matters affecting the Association at AGM or Special Meetings.
· There will be no voting by proxy.
· Appointed or elected members of the Executive shall have one vote per individual at Executive meetings. 
· The President shall cast the last vote to resolve a tie.
· If a tie vote is regarding financial activity of $1,000 or greater, the President shall vote in the negative.
· Voting shall be conducted by the method indicated by the President.


	


	BYLAW 3 – REVISIONS TO ARTICLES OF INCORPORATION AND BYLAWS 

	Policies:
	Procedures:

	3.1 Amendment Process
Proposed amendments to the Articles of Incorporation and Bylaws must be made in writing and presented to the Executive before being presented to the membership at an AGM or special meeting.


	

	3.2 Voting

Any amendments must receive at least two-thirds of the votes cast before it may be passed.


	


	BYLAW 4 – AUDITOR
	

	Policies:
	Procedures:

	4.1 Role of Auditor

The auditor shall examine the Treasurer’s accounts annually, certify their correctness and present a report for the AGM.


	

	4.2 Conflict of Interest

No member of the Executive or their family shall be appointed as auditor.


	


	BYLAW 5 - FINANCIALS
	

	Policies:
	Procedures:

	5.1 Signing Authority

All cheques drawn upon the Association bank account and all legal papers and contracts, excluding instructor contracts entered into with the City, must be signed with at least two (2) of the designed signing Officers:


	The core Executive positions designed as signing officers are: 

· Treasurer

· Past President

· President

· President Elect (Vice President)


	5.2 Fiscal Year

The fiscal year of the Association shall begin July 1 of each year and end June 30 the following year.


	

	5.3
Budgets
· A Finance Committee, chaired by the Treasurer, will be formed at the Executive meeting as set out by the event calendar.
· Coordinators responsible for each program shall submit a budget of expected income and expenses to the Finance Committee.
· A preliminary budget will be submitted to the City of Saskatoon, via the Area Community Consultant. 
· The budget will be finalized at the August Executive meeting for presentation to the AGM
	

	5.4
Financial Expenditures Approval
· Whenever possible, expenses incurred by the Association shall be paid for by cheque. 
· At any event where the Association’s monies are handled, two members of the Executive should separately count and balance the cash.
· When items have not been approved in the budget, expenditures of $100 or less can be incurred without Executive approval, but must have the prior approval of the President. Expenditures greater than $100 must be presented at the Executive meeting and approved by a simple majority (50%) vote.


	When cash purchases are necessary, clear documentation for the purchases, as well as receipts for such purchases, shall be provided to the Treasurer for payment/ reimbursement.

	5.5 Limitation on Authority
No Executive member or any member of the Association shall have the power to pledge the credit of the Association or enter into a contract or an agreement on behalf of the Association wherein the Association is or will be obligated unless such commitment has been specifically authorized by the Executive.


	

	5.6 Large Expenditures

All expenditures over $5,000 shall be submitted for prior approval at an AGM, or a Special Meeting.


	

	5.7 Childcare Expenses
Executive are eligible to be reimbursed by the association for childcare expenditures related to attendance at monthly meetings, registration nights, committee meetings, workshops and other duties as approved by the executive.
	Requests for reimbursement shall be made in writing to the Treasurer.
 


	BYLAW 6 – DISPUTE RESOLUTION 

	Policies:
	Procedures:

	6.1
Executive Interpretation Final

In the event of any dispute as to the meaning of any resolution or bylaw passed by the Association, the interpretation of the Executive shall be final and binding.


	

	6.2 Limit of Liability 

No Executive Officer or member of the Association shall be held personally liable for any debts, liabilities or legal action brought against the Association.

	


	BYLAW 7 - MEMBERSHIP 

	Policies:
	Procedures:

	7.1
Eligibility for Membership

Memberships shall be open to any family or individual upon payment of the required fees.
	

	7.2
Membership Fees

Family or individual membership fees shall be set by the Executive.  Membership fees shall be paid annually for the term commencing September 1, and ending August 31.

	

	7.3
Membership Requirement
An individual must hold a current, valid Association Membership in order to participate in the Association’s programs and activities.

Individuals who reside outside of the area may participate in organized activities upon payment of an amount equal to the membership fee; however such persons do not have voting privileges. 

	The Association will honor memberships from other community associations for the purpose of enrolling in the Association’s programs.

	7.4
Activity Fees

Activity fees shall be set by the Executive and shall be paid prior to commencement of each organized activity.


	

	7.5
Privacy

The personal information about individuals that is gathered by the Association will be used exclusively for the operation of the Association and its’ programs and will not be made available to the public or sold for commercial use.

 
	


	BYLAW 8 – SPONSORING LOW-INCOME FAMILIES 

	Policies:
	Procedures:

	8.1
Eligibility
The Association will subsidize low-income families to participate in programs. 


	The President, or designate, will authorize the subsidization of registrations and ensure a list of sponsored families is maintained.



	8.2
Scope
Each sponsored family is entitled to one program per session for each family member.


	Families will be encouraged to contribute some time to the Association (i.e., program convener) in lieu of payment.

	8.3 Membership Fee

Whenever possible, families will be requested to pay the annual membership fee.  If they are unable to do so the Association will pay the fee and no membership card will be issued.


	

	8.4
Publication

This policy will be advertised in a newsletter prior to the each registration.


	


	BYLAW 9 - PROGRAMS 

	Policies:
	Procedures:

	9.1
Registration Nights

The Association shall hold two regular registration nights for each of the fall, winter and spring registrations.  If the coordinators believe it is required, one late registration session shall be held


	

	9.2 Late Registrations

At the discretion of the program coordinator, late registrations will be subject to a $20.00 fee.  


	

	9.3 Refund Policy

Refunds will be granted if the Association cancels a program or activity or if the participant provides reasonable grounds to support the refund.


	All refund requests must be submitted in writing by the Coordinator to the Treasurer.

	9.4 Babysitting

The list of program graduates can be published in the Association’s newsletter if the participant’s parent or guardian has provided written consent to that publication. 


	The listing of graduates will include name of individual, street name and telephone number. 

	9.5
Instructor Guidelines
· At the discretion of the Indoor Coordinator, instructors who have served three (3) or more consecutive years with the Association may be eligible to be reimbursed for the cost of their recertification.

· The Indoor Coordinator is responsible for setting the pay rate for instructors, based on guidelines provided by the City of Saskatoon. 

· Members of the Executive may be hired as instructors provided they meet the required qualifications


	

	9.6
Inventory

The Inventory Coordinator maintains an accurate list of all equipment in storage.  The Inventory Coordinator and the President, or designate, shall hold a set of keys to the facilities where inventory is held.
  
	Inventory may be held at St. Joseph’s High School as well as public and separate elementary schools that are located within the community.



	9.7
Rinks
· Repair and maintenance of the rinks and rink buildings are the responsibility of the Association.
· There must be at least three (3) two-hour supervised skating periods per week.   During these hours there must be NO sticks and/or pucks on the ice.  This information must be posted at the rink.
· Rink managers will be eligible to be paid an honorarium at the end of the season, to be determined by the Executive.
· Outdoor classes and activities will be canceled when the wind chill is minus 30 degrees Celsius or greater.  This will be published in a newsletter.
· No hard pucks are allowed on the rinks at any time.  This policy should be printed in a newsletter.


	Outdoor rink facilities are located at Holy Family, Sutherland, and Forest Grove Schools

	9.8
Equipment and Uniforms
· Equipment and uniforms are provided by the Association for all sporting activities.  
· Each sport coordinator is responsible for submitting equipment and uniform requirements in his/her annual budget.
· First aid kits are required for all teams.
· The amount of the deposit shall be approved by the Executive and shall be published in the newsletter for each registration.

· A deposit, in the form of a cheque or money order, will be required from parents at the time of registration and dated for the first day of the following year.  The deposit will be held by the coach of the team and will be returned to the parent when the uniform is handed in at the end of the season.
· The coach shall make two attempts to retrieve the uniform.  If unsuccessful, the Coordinator shall make one attempt to retrieve it. If still unsuccessful in retrieving the uniform, the deposit shall be cashed.

	


	BYLAW 10 - COMMITTEES 

	Policies:
	Procedures:

	10.1
Formation of Committees
The Executive shall operate by forming committees as required, which make recommendations to the Board. 


	Committees shall be formed for special events, community concerns, community projects, and for dealing with Executive operations.


	BYLAW 11 – COMMUNITY PARTNERSHIPS  

	Policies:
	Procedures:

	11.1
Patronizing Local Businesses
Wherever practical, the Association will purchase goods and services from businesses in the Sutherland and Forest Grove areas. 

	Based on price and accessibility, the Executive may decide to obtain services from outside of the local area.

	11.2 Contracting out to Fundraising Groups

· In the event the Executive is not willing or able to organize portions of the Association’s social events (i.e., concessions, Volunteer Appreciation Night workers, etc.) these services may be contracted out to fundraising groups.

· For Executive functions, a member of the Executive may be paid to cater at a rate determined by the Executive.


	A notice shall appear in the newsletter requesting bids for these services. If this is not possible due to time constraints, groups will be solicited by telephone and asked to submit bids within a specified time frame. The relevant committee will select the best group for the activity.



	11.3 Support Funding for Area Elementary Schools

· The association will provide an annual grant of $500.00 for each of the four area elementary schools (Sutherland, Forest Grove, St’ Volodymyr and Bishop Filevich). 
· If the association is unable to provide these funds due to monetary constraints, a motion shall be made by the executive to withhold funding for the current fiscal year.
· Regular funding will resume the following fiscal year.
	


	BYLAW 12 - ADMINISTRATION 

	Policies:
	Procedures:

	12.1
Insurance

The Association will carry adequate insurance as required by the City of Saskatoon, as well as any other insurance deemed necessary by the Executive. (See detailed information on page22.

	Upon the addition of any programs the insurance broker shall be consulted to ensure adequate coverage.

	12.2
Liquor
The Association will not purchase liquor and/or liquor permits for the Executive or for members of the community.


	

	12.3
Use of Logo

Whenever possible, all correspondence shall carry the Sutherland-Forest Grove Community Association logo.


	

	12.4
Newsletters
· The newsletter shall be published at least three or more times per year; usually in   September, December, February and June.
· Advertising will not be accepted from businesses.  Information from non-profit groups, schools, preschools and recreational-based organizations, within the Sutherland-Forest Grove area, shall be published in the newsletter as space permits.
· The newsletter will be distributed by local residents, who will be paid 7.5 cents per newsletter delivered, or an amount to be determined by the Executive.  A flyer delivery service will not be used.

	

	12.5   Record Keeping


Type of Record:

Keep for:

One set of regular meeting  minutes

10 years

One set of Annual General Meeting minutes

7 years after dissolution of the corporation

General Financial Transaction Records

7 years, then shred

One set of Audited Annual Financial Returns

7 years after dissolution of the corporation

Newsletters

2 years

Correspondence on  Issues

10 years

Other Correspondence

1 year, then shred

Contact Lists, Registration Forms

2 years, then shred




	BYLAW 13 - VOLUNTEERS 

	Policies:
	Procedures:

	13.1
Recruitment

The Association shall recruit volunteers to fill all Executive positions deemed necessary.


	· Volunteers are recruited by word of mouth (at program registration, at social functions, and via friends and neighbors), by advertising in the newsletter. 

· An attempt will be made to match the volunteer’s strengths with job requirements, interest and needs.

· Prospective volunteers are invited to attend meetings.

· An honest approach is used in regard to the time commitment involved.

· Prospective volunteers are advised of incentives/benefits.



	13.2 Volunteer Recognition

· The Association will recognize volunteers by providing each individual with a $10 gift certificate that can be used to pay for Association membership or program fees.
· Coordinators are shall prepare a list of all volunteers entitled to receive recognition certificates.


	The President shall review and approve the list of volunteers who are receiving certificates.

	13.3 Volunteer Training

· Incoming volunteers are provided with a clearly written, detailed job description 
· The Policies & Procedure Manual is distributed to new Executive members.
· The Association will financially assist volunteers to attend training events, and volunteer workshops sponsored by the City of Saskatoon. 

	· Outgoing volunteers should verbally exchange information with incoming members, as well as provide a computer disk with any pertinent information (if applicable). 

· Volunteers are encourages to maintain accurate files that can be passed on to new members.




3.0 GENERAL INFORMATION 
3.1
City of Saskatoon Community Services
3.1.1
Community Consultant 

The Community Consultant’s responsibilities may include:

· To assist with the development of a strong Board of Directors to enable the Association’s volunteers to carry out their responsibilities efficiently and effectively.

· To act as liaison between the Association Executive, the Community Services Department and City Administration.

· To assist the Association with program development and leadership.

· To attend Association Executive meetings.

· To assist with volunteer training and development.

· To assist with community park development and enhancement plans.

· To inform the Association on Programming opportunities available (e.g. Summer Playground and Youth Centre programs).



3.1.2
Grants

Funding is made available to community associations on an annual basis by the City of Saskatoon.  The Community Consultant provided application forms and guidelines to the Association Executive.  Other granting opportunities may be available through government departments, charity organizations and foundations.




3.1.2.1
Annual Program Grant

Purpose:
To provide financial assistance to community associations in delivering neighbourhood leisure programs.


Amount:
Base grant of $1,000 - An additional amount of funding is available dependant upon the number of Statistic Canada low-income cut off families (LICO) within the neighbourhood(s) served by the Association.

Requirement:
100 hours of neighbourhood programming and provide Community Consultant with the required evaluation materials as outlined on the granting documents.  (e.g. number of participants in programs, and any special events held throughout the year). Grant Submitted by April 30.




3.1.2.2
Annual Operating Grant


Purpose:
To provide financial assistance to Community Associations for their day-to-day expenses.

Amount:
Base grant of $1,900 - An additional $200 is available to the following:

· Associations comprised of (two or more neighborhoods) forming one Community Association.
· Community Association designated as core neighborhoods by the Community Services Department.

Requirement:
Provide the Community Consultant with the required evaluation materials as outlined on the granting documents. (e.g. Executive meeting minutes. AGM minutes, annual reviewed financial statement, and proposed operating budget). Grant Submitted by April 30.




3.1.2.3
Annual Rink Operating Grant

Purpose:
To provide financial assistance to community associations for the day-to-day operation of their outdoor rink(s).

Amount:
A maximum of $1,000 is available to community associations who operate up to two (2) outdoor rink facilities.  A maximum of $2,000 is available to community associations providing more than two (2) outdoor rink facilities.  This amount is available on a cost-shared (50/50) basis.

Requirement:
Provide Community Consultant with the required evaluation materials as outlined on the granting documents. (e.g. Minimum of 3 two hour Public skating times per week on the rink schedule).  Grant Submitted by April 30




3.1.2.4
Annual Rink Improvement Grant


Purpose:
To financially assist community associations with capital improvements to existing outdoor rink facilities (e.g. structural improvements for the long-term and betterment of the operation of the outdoor rink(s) facility).

Amount:
A minimum grant of $500 and a maximum of $7,500 is available to community associations on a cost-shared basis.
Requirement:
Rink Coordinator prepares and submits application by April 30 of the current year and work is completed by November 1 of the same year.  Grant Submitted by April 30




3.1.2.5
Saskatchewan Lotteries Trust Fund Community Grant

Purpose:
To provide funds (administered by the City) for non-profit community organizations operated by volunteers for the purpose of assisting then in the development and maintenance of sport, culture and recreation programs and activities that provide opportunities for all groups to derive the benefits from involvement in these programs and activities.

Amount:
Minimum grant of $500 and maximum of $5,000 per project, per organization, per year. 

Requirement:
Granting year is April 1 to March 31. Application deadline is by January 15 of the current year.  The President will form a committee to complete the application with assistance from the Community Consultant.




3.1.2.6
Park Development/Enhancement Grant

Purpose:
To assist community associations in enhancing their neighbourhood park programs.


Amount:
A cost-shared program in support of a project usually with a total cost of less than $25,000.   All applications must show a community contribution of 10% or $500 which ever is greater and must demonstrate a need within the community.

Requirement:
Executive decides on a park program need and in consultation with the Community Consultant to determine feasibility of the project.  The President will form a committee to complete the application with assistance from the Community Consultant.

3.2
Facilities 

3.2.1
Schools

The Indoor Coordinator is responsible for scheduling activities in schools and or notifying schools of cancellation of activities.

· The school facilities are made available to community organizations; however, the needs of the school take priority over community groups.
· The school library is available for rental purposes upon the individual principals’ discretion.
· Community association groups must leave premises in a neat and tidy condition.
· The Association must ensure adequate adult supervision of all activities.  Parents of children participating in programs must supervise the school building as scheduled by the Program Convener.
· The Association is responsible for breakage and damage beyond normal wear to the facility and equipment
· The Association will be issued a permit by the Public School Board and by the principals’ of the separate schools for access to school facilities at a set day and time.  The Association will be advised by mail and/or email and/or telephone when the school is not available.
· The public schools and separate schools are available for use by the Association from 6:00 p.m. to 10:15 p.m. at no charge.
· Special arrangements must be made for weekend use at an additional cost at the public schools. Separate schools do not usually charge an additional fee unless deemed necessary i.e. Caretaker required
· The schools are not available on statutory holidays, school holidays or election days

· The Indoor Coordinator provides a written schedule of programs to each school’s principal and caretaker.
3.3
Insurance

The Association’s shall carry insurance as required by the City of Saskatoon as well as any other insurance needed by the Executives. It is the responsibility of the President Elect (Vice President) to review and renew the policies each year.  

The Association will carry the following insurance:

· General Liability Insurance - due in February of each year.  The policy provides protections against loss and damage to property owned by the Association.  This includes the outdoor rinks and their lighting, the hockey shack at the Sutherland School, the storage building at Forest Grove School, and the equipment located at the various schools and facilities where equipment is held for off season noted in Executive Meeting Minutes.  The policy also provides $2,000,000 liability insurance for the Association, excluding Director and Officers, should an injury be sustained at one of the venues, as well as $2,000,000 liability insurance for injury while in transit to a venue, as long as the vehicle is not rented or owned by the Association. 
· Blanket Insurance - also due in February this policy covers all participants and volunteers in case of injury while partaking in an activity or while being transported to an activity.  Dental bills due to injury are covered, but replacement of glasses or contact lenses and hernias are not covered.  

Other policies such as, Directors & Officers Liability, will be purchased as deemed necessary by the Executive
3.4
Calendar of Events
Following is a chronological listing of issues and events to be used by the Executive to assist in proper operation of the Association:

August

· Executive meeting held in mid-August
· Registration for football held third week in August
· Staffing and locations confirmed for fall registration
· Update on new Executive members
· Finalization of budget for presentation to AGM
· Review of auditor’s statement for presentation to AGM
· Conduct inventory for football, basketball and indoor soccer
September

· Newsletter delivered one week before AGM, August newsletter is our secondary reminder
· AGM held first Wednesday after Labour Day
· Registration held first Wednesday after Labour Day and following Monday
· Registration for indoor programs, indoor soccer and basketball
· September meeting held after Monday registration
· Football season begins
· Confirm all gym bookings for fall programs
· Select day, time and place for monthly meetings
· Indoor programs start last week of September
· Softball final report (written)
· Outdoor soccer final report (written)
· Indoor soccer and basket ball season begins
· Set date for fall Executive get-together and form committee
· Submit new budget for the year
· Submit Annual Return to Saskatchewan Justice Corporation Branch (Form 26)
· Submit Yearly Financial Statement to Saskatchewan Justice Corporation Branch and Community Consultant
· Review Engagement Report
October

· Football season ends
· Verbal report of fall registration
· Indoor Coordinator submits Program Summary Form  for fall registration number and program costs to consultant (for program grant)
· Program sheets (yellow sheets) for winter programs
· Decision for use of funds for Saskatchewan Lotteries Community Grant 
· Complete rink repairs/upgrades
November

· List of winter programs for newsletter
· Submit information to Community Consultant for Operating Grant
· Indoor Programs conclude end of November early December
· Establish rink cleaning volunteers 
· Submit rink schedule for supervised public skating to Consultant
· Deadline for December newsletter:  November 30
· Football final report (written)
December

· Staffing and locations confirmed for January registration nights
· Newsletter for proofing at December meeting
· Instructors paid within two weeks of timesheet submission
· Submit community grant application
January

· Newsletter delivered one week prior to registration
· Registration fro winter programs held first Wednesday and following Monday
· January meeting held after Monday registration
· Confirm dates for all winter programs
· Programs start third week of January
· Deadline for February newsletter:  January 31
· Conduct inventory of softball equipment and uniforms
February

· Newsletter delivered during last week of February
· Indoor Coordinator submits Program Summary Form For winter registration numbers and program costs to Consultant (for program grant)
· Verbal report on winter programs
· Fees for outdoor soccer, softball and football approved
· Basketball season concludes; playoffs in March
· City’s Volunteer Conference sponsored  by the Association
· Staffing and locations confirmed for spring registration
· Form ball / soccer tournament and concession committees
· Review insurance policies and renew and submit copy to consultant
· Give list of programs to insurance company
March

· Spring registration for softball, outdoor soccer, football and other spring programs
· Registration held first Wednesday of March and following Monday
· March meeting held after Monday registration
· Indoor programs conclude last wee of March – first week of April
· Conduct outdoor soccer inventory
· Basketball playoffs
· Softball begins indoors ( as space becomes available)
· Program Sheets (yellow sheets) for next fall’s programs to be completed
April

· Year-end report on indoor soccer and basketball (written)
· Ball / soccer tournament and concession committees budget approval
· Winter equipment put into storage 
· Form Finance Committee
· Budget due at May meeting
· Review repairs/upgrades to rinks
· Submit rink improvement and rink operating grant applications
· Decision of use of funds for park enhancement grant
· Spring programs begin
· Staffing confirmed for ball tournament

· Annual Operating Grant
· Annual Program Grant
May

· Outdoor soccer and softball season begins

· List of fall programs presented

· Year-end report on indoor programs (written)

· Book schools for fall and winter programs

· Ball tournament and concession committees reports

· Staffing confirmed for ball tournament

· Deadline for June newsletter:  May 31 – put an official AGM Notice in this newsletter

· Start recruitment for vacant Executive positions (current Executive decisions required)

· Set date and form committee for year-end party

· Submit preliminary budgets to Finance Committee

· Ball /Soccer tournament

· Review job description and provide changes to the President Elect (Vice President)
June 

· Ball tournament and concession committees reports

· Newsletter delivered one week before end of school

· Submit all receipts to Treasurer for June 30 year-end

· Presentation of preliminary budget to the Executive
· Renew Directors’ liability insurance

· Submit park enhancement grant application June 

· Set date for August meeting

· Soccer/Ball tournament final report (written)
· Set date for fall Executive get-together and form committee

4.0 EXECUTIVE JOB DESCRIPTIONS 

The following is a general outline of each Executive position, including role, responsibilities, time commitment and skills required. Executive shall carry out duties as outlined in this section and other duties as assigned by the President.
4.1
President



Role:

Coordinate the activities of the Association and ensure the 




objectives of the Association are carried out. 


Responsibilities:

1. Preside at meetings of the Executive and at the Annual General Meeting of the Association.

2. Assist the Secretary in the preparation of the agenda for each meeting.

3. Appoint a member of the Executive to act as designate in the absence of the President and President Elect (Vice President).

4. Ensure that all Executive members are given training in their duties.

5. Ensure that committees are organized and that they undertake and complete required tasks.

6. Signing authority for the Association bank accounts and any legal documents and contracts entered into by the Association 
7. Act on behalf of the Association and be its representative in dealings with government, outside agencies, the City of Saskatoon, public functions, and the media.

8. Prepare and submit grant applications in conjunction with the President Elect (Vice President) and other relevant coordinators.

9. Oversee the contents of the newsletter and proofread the final edition.

10. Participate as a member of the Finance Committee.

11. Ensure regulatory filings are completed
12. The President is an ex officio to all committees


Time Commitment: 
Intense

· Term of office is two years (President and Past President)

· Monthly Executive Meeting – coordination and participation

· Committee meetings and various community activities.

· Representation of the Association to the City of Saskatoon and other outside agencies and Association functions as required.

· Assist at registration nights.



Skills Preferred:
Leadership

Management




         

Decision making
Commitment




        

Coordination

Public Relations




         

Delegation

Diplomacy

4.2
President Elect (Vice President)


Role:

Assist the President in the overall leadership of the Association.



Responsibilities:

1.
Agree to participate in the Association over a three-year period acting as President Elect (Vice President) (year 1), President (year 2) and Past President (year 3).


2.
In the absence of the President, act on his/her behalf and perform the duties of the President.

3.
Chair at least one meeting during the year.
4. 
As President-in-training, becoming familiar with the roles and responsibilities of the Executive positions.
5.
Review and update the Association’s insurance policies on a timely basis.

6.
Assist President in preparation of grants applications.

7.
At the request of the President, signing authority for the Association bank accounts.

8.
Participate as a member of the Finance Committee.

9.
Review and recommend updates for the Policies and Procedures Manual as required.



Time Commitment:

Light

· Term of office is three years (President Elect (Vice President), President, Past President).

· Monthly Executive meetings.

· Committee meetings and various community activities.

· Assist at registration nights.



Skills Preferred:
Management

Leadership






Decision Making
Commitment






Coordination

4.3
Past President 
Roles:

Act in an advisory capacity to the Executive of the Association.



Responsibilities:

1. Advise the President on affairs of the previous term and on relevant operations for the future.
2.
To assume the duties of the President in the absence of the President or President Elect (Vice President) position being filled.

3.
Monitor volunteer training



Time Commitment: 
Light
· Term of office is one year.

· Monthly Executive meetings.

· Assisting at registration nights.



Skills Preferred:
Advisory

Leadership

4.4
Secretary / Membership
Role:
Maintain the annual membership lists, written records and archives of the Association.



Responsibilities:


1. Record and preserve the minutes of the Executive, Annual and Special meetings
2. Record attendance at Executive and Special Meetings.

3. Provide notification of all meetings at least 48 hours in advance.

4. Assist in the preparation of meeting agendas.

5. Distribute minutes of the Executive meetings to members of the Executive.

6. Present minutes at the Executive meetings and move to adopt the minutes as presented or amended.

7. Maintain a file of all minutes, agendas, committees and committee members.

8. Issue Association memberships upon receipt of fees.

9. Maintain up-to-date lists of members to ensure that all participants have a valid membership.

10. Prepare volunteer lists and other lists as required for distribution to the Executive members.

11. Perform all other duties usually pertaining to this office.

12. At the end of the term of office, return to the President all records and correspondence and relinquish signing authority.



Time Commitment:

Moderate

· Term of office is two years.

· Monthly Executive meetings.

· Typing and distribution of meeting minutes and agendas

· Assist at registration nights.


Skills Preferred:
Minute taking

Typing




   
Filing


Coordination




   
Administration
Knowledge of meeting format

4.5
Treasurer



Role:

Responsible for the overall financial matters of this Association.



Responsibilities: 

1. Maintain the financial records of the Association in accordance with Canadian generally accepted accounting principles.
2. Prepare and present current financial statement in writing for presentation at monthly Executive meetings.

3. Participate in the preparation of the annual budget and chair the finance committee.

4. Propose accountant or accounting firm to be responsible for year –end audit of the financial records, and present the audited financial statement to the Annual General Meeting of the Association.

5. Record and deposit all incoming monies
6. Payment of all expenses incurred by the Association.

7. Monitor investments of the Association funds.

8. Coordinate the collection of registration fees and membership fees charged by the Association.

9. Signing authority for the Association bank accounts Review financial statements presented by the Coordinators/ Committees and verify their accuracy.

10. Relinquish signing authority and return all funds, account information (hard copy and electronic form) and other Association property upon termination of office.



Time Commitment:

Intense

· Term of office is two years.

· Monthly expense meetings.

· Financial statements, regular banking procedures, and audit.

· Assist at registration nights.



Skills Preferred:
Accounting

Coordination






Decision making
Administration 






Organization

Diplomacy






Public relations
Commitment

4.6
Indoor Coordinator

Role:
Coordinate all Indoor Recreation Programs conducted by the Association in cooperation with the Community Services Department (through the Community Recreation Consultant) and the School Boards.



Responsibilities:

1. Attend monthly Executive meetings, report to the Executive as required, advising any areas of concern.

2. Prepare a list of programs offered and fees to be charged for approval by the Executive.

3. Arrange to have membership cards printed and maintain a supply of membership cards for current year.

4. Coordinate the registration of the fall, winter and spring programs.

5. Prepare information o be submitted the Association and the Community Services newsletter.

6. Oversee the Adult, Youth and Children’s Coordinators in their duties.

7. Prepare Program Information Forms (yellow sheets) and submit them to Community Services. Submit requests to the City for instructors and hire instructors where necessary.

8. Apply, through the public school board and through the principals of the separate schools, for use of the school facilities for indoor programs and monthly meetings.

9. Indoor Coordinator will consult with the Soccer and Basketball Coordinators to designate games and practice times at the school facilities for these programs.

10. Act as a liaison for problems arising with school caretakers, programs and participants.

11. Prepare a schedule of school use for the caretakers and principals.

12. Submit a budget of program operations for the Association.

13. Assist in short and long-range planning of all programs. Keep records of long-range programs.

14. Attend Leisure Services Indoor Programmers meetings when required.

15. Collect equipment loaned to instructors at end of program.



Time Commitment:

Intense

· Term of office is two years.

· Monthly Executive Meetings.

· Assist at registration nights.



Skills Preferred:
Programming

Coordination




     

Scheduling

Leadership




     

Delegating

Diplomacy

4.7
Children & Youth Program Assistant
Role:
Assist Indoor Coordinator in the operations of Children’s Recreation Programs conducted by the Association.



Responsibilities:

1. Report to the Indoor Coordinator as required.

2. Prepare registration forms, assist at all registration nights, and collect registration forms at the end of registration nights.

3. Collect late registrations as required and advise participants of the Association policy.

4. Recruit conveners for each program, advise them of their responsibilities, and submit a list of conveners to the Indoor Coordinator and a list of participants and convener to the instructor and the program convener.

5. Ensure that instructor’s contracts have been signed.

6. Responsible for program evaluation forms as required. Advise instructors of evaluation and of any problems.

7. Assist in short and long-range planning of all programs.

8. Submit any accepted requests for refunds to the Treasurer.

9. Prepare session-end registration report to the Indoor Coordinator.

10. Obtain funds for purchase of any required equipment and/or supplies.

11. Attend Community Services Program Coordinator meetings when required

12. Set up a hall monitoring schedule for each children’s program for parents to supervise during their child’s activity.

13. Collect equipment loaned to instructors at end of program.



Time Commitment:

Seasonal - Moderate

· Term of office is two years.

· Assist at registration nights.



Skills Preferred: 
Programming

Cooperation






Scheduling 

Leadership






Delegating

Diplomacy


4.8
Adult Program Assistant 

Role:
Assist Indoor Coordinator in the operations of Adult Recreation Programs conducted by the Association



Responsibilities:

1. Report to the Indoor Coordinator as required.

2. Prepare registration forms, assist at all registration nights, and collect registration forms at the end of registration nights.

3. Collect late registrations as required and advise participants of the Association’s policy.

4. Recruit conveners for each program, advise them of their responsibilities, and submit a list of conveners to the indoor coordinator and a list of participants and convener to the instructor and program convener.

5. Ensure that the instructors’ contracts have been signed.

6. Responsible for program evaluation forms as required. Advise instructors of evaluations and any problems.

7. Assist in short and long-range planning of all programs.

8. Submit any accepted requests for refunds to the Treasurer.

9. Prepare year-end report on cooperation with the Indoor Coordinator and attendance summary of programs and submit to the Executive.

10. Obtain funds for purchase of any required equipment and/or supplies.

11. Attend Leisure Services Program Coordinator meetings when required.

12. Collect year-end report from instructors and submit request to Treasurer for payment of instructors.

13. Collect equipment loaned to instructors at end of program.



Time Commitment:

Seasonal - Moderate

· Time of office is two years.

· Assist at registration nights.



Skills Preferred:  
Programming

Cooperation






Scheduling

Leadership






Delegating

Diplomacy

4.9
Communications Coordinator

Role:
Promote the Association by preparing and arranging for distribution of the Association’s newsletter.



Responsibilities:

1. Assemble information for each newsletter by contacting appropriate persons.
2. Type and arrange to have printed five (5) newsletters per year (September, December, February and June).
3. Arrange and ensure distribution of newsletters to the community.
4. Provide Treasurer with information to have cheques prepared for the newsletter carriers.
5. Prepare and submit annual budget to the Finance Committee.
6. Assist Social Coordinator in any typing, advertising and posters required for their activities.
7. Prepare written year-end report of expensed for presentation to the Executive.



Time Commitment:

Moderate

· Term of office is two years.

· Monthly Executive meetings.

· Assist at registration nights.



Skills Preferred: 
Typing

Computer skills desirable




  

Organization
 Written communication

4.10
Special Events Coordinator

Role: 
Oversee the planning and organization of special events (Family Day in the Park, Soccer Tournament and other events) organized by the Association



Responsibilities:

1. In conjunction with the Communications Coordinator, ensure that the Association’s registration nights, events and issues are reported in local newspaper and school newsletters.


2. Make recommendations to the Executive for social events

3. Organize and arrange social events where refreshments and entertainment are required.

4. Prepare a budget for each social event and present tot the Executive for approval.

5. Prepare a final report for each event and submit where appropriate or required.

6. Organize and recruit volunteers for each event with the assistance of the Membership Coordinator.

7. Work with the Communications Coordinator in advertising all community events.

8. Submit ideas and budget for specific fundraising activities.

9. Organize and coordinate fundraising events upon approval

Time Commitment:

Moderate to Intense

· Term of office is two years.

· Monthly Executive Meetings.

· Organize and supervise special events.

· Assist at registration nights.

Skills Preferred: 
Planning

Marketing (ticket sales)




Creativity

Organization




Budgeting 

Flexibility




Diversity

Public Relations




Diplomacy

Written Communication





Independence

Fiscal Responsibility


4.11
Rink Coordinator



Role:

Organize and coordinate rinks maintenance and operation.



Responsibilities:

1.
Ensure that the rinks in the area are operational during the winter months.

2.
Recruit rink managers and rink helpers for each rink.

3.
With assistance from the Treasurer and President as required, and from the Area Recreation Consultant, apply for all grants pertaining to the rinks.

4.
Coordinate the annual maintenance of the rinks (repairs, painting, and ground leveling etc.) and organize work parties to facilitate these repairs.

5. 
Act as liaison with the school principals and the rink managers.

6. 
Prepare and submit annual budget to the Finance Committee.  Purchase equipment as approved in the budget.

7. 
Prepare written year-end report for presentation to the Executive.

Time Commitment:

Seasonal - Moderate

· Term of office is two years.

· Monthly Executive meetings.

· Assist at registration nights.

Skills Preferred:
Organization 

Diplomacy






Commitment
4.12
Soccer Coordinator

Role:
Organize and coordinate community soccer in cooperation with the city-wide sports organization.



Responsibilities:

1.
Handle registration, recruit coaches for teams, and develop team lists.  Arrange player evaluation for coached to determine teams.

2.
Liaise with other soccer organizations to ensure all registered players are placed on appropriate soccer teams.

3.
Arrange practice times at public schools in consultation with Indoor Coordinator and the appropriate school personnel.

4.
Ensure that all details regarding times, dates and location have been established.  Register teams with Saskatoon Youth Soccer Incorporated (SYS).

5.
Distribute schedules and equipment to coaches.

6.
Organize and coordinate, in conjunction with other Community Associations, a league for 4 and 5 year olds.

7.
Maintain annual inventory of Association equipment and uniforms, in conjunction with Inventory Coordinator.

8.
Coordinate with coaches the collection and return of uniform deposit.

1. Prepare and submit annual budget to the Finance Committee.  Purchase equipment as approved in the budget.

2. Prepare written year-end report for presentation to the Executive.

3. Provide a copy of all team lists, including coaches, assistant coaches and helpers to the Membership Coordinator.

4. Set up a hall monitoring schedule for each program for parents to supervise during their child’s activity.

Time Commitment:

Seasonal - Intense

· Term of office is two years.

· Monthly Executive meetings.

· Assist at registration nights.

Skills Preferred:
Organization 

Diplomacy






Scheduling

Commitment
4.13
Ball Coordinator

Role:
Organize and coordinate community softball in cooperation with the city-wide sports organization.



Responsibilities:

1. Handle registration, recruit coaches for teams, and develop team lists.

2. Ensure that all details regarding times, dates and locations have been established.  Register teams with Saskatoon Minor Softball League (SMSL).

3. Arrange for coaches to pick up their schedules at SMSL.

4. Work with the Zone Coordinator for form competitive teams and/or to transfer players.

5. Distribute team lists, uniforms and equipment to coaches.

6. Maintain annual inventory of Association equipment and uniforms, in conjunction with the Inventory Coordinator.

7. Coordinate with coached the collection and return of uniform deposit.

8. Organize the annual softball tournament.

9. Prepare and submit annual budget to the Finance Committee for regular season and for the tournament.  Purchase equipment as approved in the budget.

10. Prepare written year-end report for presentation to the Executive.

11. Provide a copy of all team lists, including coaches, assistant coaches and helper to the Membership Coordinator.

12. Prepare a schedule of use for the Association’s pitching machine.

Time Commitment:

Seasonal - Intense

· Term of office is two years.

· Monthly Executive meetings.

· Assist at registration nights.

Skills Preferred:
Organization 

Diplomacy





Scheduling

Commitment

4.14
Football Coordinator

Role:
Organize and coordinate community football in cooperation with the city-wide sports organization. 



Responsibilities:

1.
Handle registration, recruit coaches for teams, and develop team lists.

2.
Ensure that all details regarding times, dates and locations have been established.  Register teams with Football Saskatchewan.

3. 
Distribute schedules and equipment to coaches.

4.
Maintain annual inventory of Association equipment and uniforms, in conjunction with Inventory Coordinator.

5. 
Coordinate with coaches the collection and return of uniform deposit.

6. 
Prepare and submit annual budget to the Finance Committee.

7.
Purchase equipment as approved in the budget.

8.
Prepare written year-end report for presentation to the Executive.

9.
Provide a copy of all team lists, including coaches, assistant coaches and 
helpers to the Membership Coordinator.

Time Commitment:

Seasonal Light

· Term of office is two years.

· Monthly Executive meetings.

· Assist at registration nights

Skills Preferred:
Organization 

Diplomacy






Scheduling

Commitment
4.15
Basketball Coordinator

Role:
Organize and coordinate community basketball in cooperation with the city-wide sports organization.



Responsibilities:

1. Collect registration forms, recruit coaches for teams, and develop team lists.

2. Ensure that all details regarding times, dates and locations have been established.  Register teams with Saskatoon Minor Basketball Association.

3. Distribute schedules and uniforms to coaches and collect them at the end of the season, in accordance with Association uniform policy.

4. Arrange practice times at public schools in consultation with the Indoor Coordinator and the appropriate school personnel.

5. Maintain annual inventory of Association equipment and uniforms, in conjunction with the Inventory Coordinator.

6. Prepare and submit annual budget to the Finance Committee.  Purchase equipment as approved in the budget.

7. Prepare written year-end report for presentation to the Executive.

8. Provide a copy of all team lists, including coaches, assistant coaches and helpers to the Membership Coordinator.

9. Set up a hall monitoring schedule for each program for parents to supervise during their child’s activity.

Time Commitment:

Light

· Term of office is two years.

· Monthly Executive Meetings.

· Assist at registration nights.

Skills Preferred:
Organization 

Diplomacy





Scheduling

Commitment

4.16
Inventory Coordinator

Role: 
Maintain inventory of all Association equipment, uniforms and supplies.



Responsibilities:

1.
Maintain inventory list of all Association equipment, uniforms, and supplies and computer equipment.

2.
Maintain record of Executive jackets and copies of contracts.

3. 
Maintain inventory list of first aid kits.  Oversee distribution of kits and replenish supplies as necessary.

4. 
Assist sport coordinators with pre and post-season inventory maintenance.

5.
Maintain inventory of keys to all storage areas including Rink shacks at 

Forest Grove School, Holy Family School and St. Joseph High School.

6. 
Assist with special events as required.

Time Commitment:
 
Light

· Term of office is two years.

· Monthly Executive meetings.

· Assist at registration nights.

Skills Preferred:
Organization 

Independence





Diversity

4.17
Members-at-Large 



Role:

Assist Executive members when necessary.



Responsibilities:

1. 
Assist Executive and committees where required.

2. 
Assist in organizing special events.

3. 
Special projects.

Time Commitment:
 
Light

· Term of office is two years.

· Monthly Executive meetings.

· Assist at registration nights.

Skills Preferred:
Flexibility

Commitment 







Diversity
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Mission Statement





The purpose of this organization is to promote higher ideals in the community and to make it a better place in which to live.
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