Meeting Guidelines and Protocols
· Begin and end meetings on time

· Don’t stop and repeat things when a new person comes in

· It is up to the person who is late to catch up after the meeting

· Meetings to be on the 2nd Tuesday of each month

· Can be rescheduled by Team Leader if necessary

· Active participation in meeting

· Make agenda standard

· Team Leader/Co Leader will run the meeting

· Show respect for all ideas

· One person speak at a time

· Team Leader will ask for volunteers and if there are none will delegate various team members for the task

· Assign minute taker and time keeper for each meeting

· Team members should take turns so one person is not stuck with it all the time

· Distribute typed minutes within 2 weeks

· Bring calendar

· All members bring their calendar

· Election of Team Leader and Co Team Leader on a regular basis

· Quorum of at least 5 needed for voting on events/activities

Roles and Responsibilities

Team Leaders

· Conduct monthly meetings
· Create and solicit agenda items

· Assign Time keeper and minute taker

· Delegate assignments

· Budget Tracking

· There will be a quarterly update (December, March and June0

· There will be an annual report in September

· Acknowledge speakers in order

· Maintain Wellness notebook

· Represent DOE at all meetings

· Fall Regional Meeting

· Winter Team Leaders’ Meeting

· Spring Team Leaders’ Meeting

· Summer Conference 

· Or assign a representative from other members if the Co Team Leader is also unavailable

· Report to team members on all meetings attended

· Complete and submit Team Action Plan

Responsibilities
Team Members
· Attend monthly meetings

· Actively participate in and vote on all discussions/planning/activities

· Actively participate in all activities

· Answer e-mails

· Take turn in bottle return

· If there is a reason you can’t take a turn it is your responsibility to find someone else to fill in for you

· Take turns as time keeper and/or minute taker

· Welcome and recruit members

· Be prepared for meetings

· Be on time

· Bring minutes

· Bring calendar

· Bring agenda

· Introduce new activities
Agenda

· Introductions – wellness icebreaker

· Adopt minutes from previous meeting with any corrections

· Make any additions to the agenda at this time

· Budget up date in December, March and June with annual report in  

            September

· Old Business

· New Business

· Events

· Assignments

· Other

· Adjourn
Elections
· 2 year commitment

· 1 year as Co-Team Leader

· 1 Year as Team Leader

· Term begins in March

· Annual election for Co Team Leader

· Exception

· Co Team Leader does not want to move up to Team Leader 

· Election is held for Team Leader and Co Team Leader

· Resignation

· Hold a special election at next regular meeting

· Nominations submitted in January

· Team Leaders to solicit a 3rd party (non-member) to receive   

     nominations by email, draft ballots, distribute to all team members via  

     email and report results at February meeting

· The nominations will start on January 2nd.  They will be given until   

     the Friday after our January meeting to get their names to the 3rd 

     party.  

· The ballot will be then sent to all team members by email with voting 

     buttons on them.  

· Voting closes on the 1st Friday in February.

· The new Leader(s) will be announced at the February meeting.

· rrElection Quorum is 50% plus 1

