CO-OP MEETINGS

Meetings exist within the co-op are when a group, commiittee, co-op members, and the Board,

come together for the purpose of business, planning, and social activities.

Meetings provide the opportunity for coop members to make decisions, express ideas and plan for
future activities. Meetings can take place on a regular basis or be initiated for specific activities.

For example, the Handbook Group is implemented approximately every five years to update the

- co-op unit handbooks and this group meets for several months biweekly. The Board meets

regularly every two weeks and will host the Annual General Meeting for all co-op members to

discuss important co-op functions and decisions.

Successful Meetings Can Be Accomplished by:

e Members being present and prepared

e All members being on time

¢ Members of the cbmmittee co-operating with the Chair to follow the agenda which should
be prepared before the meeting

¢ Collectively, members should decide how often to meet and the time and place of these
meetings

* Committee members being enthusiastic and vocal, while being conscious of the rights of
everyone at the meeting‘to have their ideas heard and taken into account

* Recogmzing that some topics are confidential, such items will relate to personal
information of a particular member(s) or employee(s) or the co-op’s legal position on
certain matters. The confidentiality should be discussed and agreed upon making all
participants bound to that agreement |

s Including time for socializing at the meetings

* Committee members utilizing training sessions and workshops of Canadian Housing
Federation of Toronto [CHFT]
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Minutes of Meetings

Minutes must be recorded and copies given to all commiitee members. A copy should also be

given to the co-ordinator for the office files and Board review.

The minutes should include:

¢ The date, tiine, and place of the meeting

o Alistofall men’ibers present, those who send regrets, and those absent

e The agenda of the meeting

o Items of important information discussed

¢ All decisions or motions made and a detailed list of all member’s names to complete a
task, a date for completion, and if indicated, the amount of money to be spent

e The established date and time of the next meeting

e Any suggested topics for new business for the next agenda.

Decision Making at Committee Meetings

Members should make sure that they have all the facts on each item and that there has been
enough time to fully discuss each item of the agenda before a decision is made

Ensuring that there is a quorum present, normally 50% of committee memb ers —ifnot, a
meeting may proceed but no motion can be made

If an item of business is complicated, or if all the facts are not available, the committee
should choose one or two of its members to study the item and report back to the
committee ' _

Ifa ber_tain item demands a lot of attention, have a special meeting just for it. This way the
regular business of the committee is nof held up

Formal Rules of Order usually are not used to make decisions at committee meetings,

however, if needed our Co-op Organization Bylaw No. 4, Schedule A, page 51 provides

~ the Rules of Order

An alternative way of decision making is called consensus. This means that all participants
shall be in agreement before a decision can be made. Consensus, although easier, requires
more time. The Chair will recognize a decision must be made when this occurs. This may
be necessary because of; a full agénda; a repetition of ideas; one person who may not ever
agree; or because of a need to keep the meeting moving along to deal with additional
matters. In these cases, the Chair should call a vote. Committee members must call upon
cach other to be cooperative and respectful by supporting the decision made.
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If your item is short or urgent, you can add it at the meeting. When the
Chair asks the members to approve the agenda, say “I would like to add
something to the agenda.” You can also suggest where your item might fit on

the agenda. (Many co-ops have an “Other Business” section at the end ™

the agenda.)

How To Find Out If Members
Agree With Your Idea

You should make a motion. A motion is simply a proposal to the members
at the meeting. To make a motion, write out what you want to say. The
clearer the motion, the better. Then raise your hand. When the Chairper-
son calls on you, say, “I move that . . .” and say what you want.

The Chairperson must know that at least one other person in the room
supports the motion before the members can discuss it. If you didn't make
the motion, but want the members to talk about it, say “/ second the motion.”

How To Give Your Opinion

If you made the motion, the Chairperson will let you start the discussion. If
you didn’t make the motion, but have an opinion, raise your hand. You
can raise your hand even while other people are talking. Just keep your
hand up until the Chair catches your eye.

When the Chair calis on you, say what you think as clearly and as briefl,
as possible. Remember, you must speak to the motion. It helps to start with
“I want to speak in _favour of the motion because...”, or "I want to speak against
the motion because...”.

How To Change The Motion

If you want to make some changes to the motion before you can support it,
then you should amend the motion. Raise your hand, and when it is your
turn to speak, say “I move to amend the motion 1o read . . .” and give the
wording you want. If someone seconds this motion, then it will be dis-
cussed and voted on.
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Note: An amendment can add, take away or change parts of the first, or
main motion. But it can’t completely go against the main motion. If you
don’t like the motion at all, vote against it. Once the motion is defeated,
#* ™ you can make a new motion.

If you think that the movers and seconders of the main motion will agree
to your amendment, then say “7 hope this will be considered a friendly amend-
ment.” The Chair will then ask the members who moved and seconded the
main motion if they agree to the change.

If they do, then the amendment becomes the main motion. I they don't,
then the meeting stops talking about the main motion, and discusses and
votes on the change. If the amendment wins, it becomes part of the main
motion. If it loses, the members go back to discussing the main motion in
its original form.

How To Take Back The Motion

If you made a motion, and then during the discussion realize:

® it was not the right time to make a decision, or
¢ it would be better to talk about anether motion,

then say, “I wish to withdraw the motion.”

““ow To Stop The Discussion

If you think the talk has gone on too long, and that most members have al-
ready made up their minds, then raise your hand. When the Chair calls on
you, say “I call the question.” If someone scconds your motion, then the
Chair will ask members to vote on whether to end discussion. If two-thirds
of the members vote for your motion, then the meeting must vote imme-
diately on the motion or amendment being discussed.

How To Put Off Discussion To A Future Meeting

Raise your hand, and say “7 move to defer the question to the next members’
meeting.”
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MEETING PARTICIPATION SELF EVALUATION |

 Asa participant in a‘grou'p, dol...
UL arrive on tnne” :
2 femain until 'the' eod? o

3.0 stuay the agenaa ano come prepareu ioc cnscussr o

s, - 'speak up when Ihave somethmg to say"

o 5. 3 encourage others to say what they thmk‘?

S 6 .hsten attentlvely Whefl Oﬂ'lefs are speakmg? e

- respect and thmk about the VleWpomt Of others‘? g

o , ‘ 8 ':,"'irequest further mformatlon When 1 feel that the group does not have_ ' o ‘f: SR

S enough mforrnatlon to make a demsxon'?
Lo help sum up 1deas‘7 o

heIp other group members to feel at easeqlz- e
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The Co-op holds several meetings throughout the year that require the

attendance and participation of all Co-operative Members. These inelude:

Annual General Meetmg [AGM]

The co-op holds an Annual General Member [AGM] meeting each year to drscuss the auditor’s

- report, appro_vmg the financial statements, voting in new board members, and discussion of armualz
- co-op planning. The attendahee and participation of all co-op member_sis imperative at these |

- meetings. M.or.e information about these meetings can be found in the Co-op Handbook in By-law_: o
Number 4 Artiele 3. | | IR

General Board Meetmg [GMM]

_ The Board will call a General Member s Meetlng at least once a year, m addttlon to the annual

meetmg Important dec1srons are made at these meetmgs that involve the fmancnal spendmg and

long term plarmmg of the co- op Co -0p members have the opportumty to put forth an agenda item

- at these meetmgs The attendance and parttclpatlon of all co-0p members i 1s 1mperat1ve at these

o meetmgs More 1nformat10n about these meetmgs can be found in the Co-op Handbook in By—law
‘-Number a, Arttcle 3. '

- -.'Spe(:lal Meetl__g_

The Board can hold Specral Meetmgs A Spemal Meetmg can be ealled by a deo1s1on of the Board

by the Pres1dent or Vice- Pre51dent or by a quorum of directors. A Specral Meetmg is ereated o

- whena dtsc:ussmn or probIem solvmg is requlred beyond the pararneters of an Armual or General
i Meetmg Any co-0p member can partrclpate m these meetlngs More mformatlon about these }

. meetmgs can be found in the Co-op Handbook in By—Iaw Number 4 Artlcle 5 page 23.

| Board Meeting’_

" These meetmgs are heId by the Board members every two weeks Any €o-0p. member can attend |

these meetmgs to brmg forth ideas and mformatlon m addition, keep updated on Co-op act1v1t1es

o a;nd planning. A copy of the Board Minudes is avallable to members at the Co-op Office aud

_ posted in each building bulletm board More 1nformat10n about these meetmgs can be found in the |

- Co- op Handbook in By-law Number 4, Artlcle 5, page 22 & 23.
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