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Meetings and Programs:

Is there a difference?
Presented at the Affiliate Leadership Skills Workshop, 2013

Meetings and programs are different.  While these may be combined, they have two different functions.  It is important to understand this and the difference in these two gatherings.  

Meetings are internally focused on your operations.  Programs are activities, continuing education or a presentation that offers something of value to the members.  You might consider that meetings, while necessary aren’t generally exciting and may be of no interest to the bulk of your membership.  Programs on the other hand can be interesting, worthwhile and have value.

Meetings are necessary and important.  They are where the “work” of the affiliate takes place.  This is where decisions are made and plans developed.  Most associations and membership organizations have membership meetings rarely, often only once a year in an annual meeting.  The business of the association is carried out by the Board of Directors.

Board responsibility: the bylaws of your affiliate will be your guide to how your affiliate is organized and run. The sample affiliate bylaws provided by ACNM, available in the Affiliate Resources section of the ACNM website, clearly grant the operations authority of an affiliate to its Board of Directors. The Board in turn is responsible to the membership for carrying out their responsibilities. 

Section A. Responsibilities and Functions of the Board 

General Authority

The Affiliate shall be governed by the Board of Directors (Board).  

The Board shall oversee the establishment and implementation of such policies, rules, procedures, and regulations in order to carry out the mission and purposes of the Affiliate.   Although each Affiliate must be recognized by ACNM, ACNM does not directly oversee or control the Affiliates or their Chapters.

The Board shall oversee the business, financial resources, human resources, property, activities, and other affairs of the Affiliate in accordance with the Articles of Incorporation and these Bylaws in their present or amended form.   This includes filing all required tax documents, as required by the IRS rules, including that a Form 990 is prepared if the Affiliate has more than $25,000 in annual income, 

Specific Authority. The Board of Directors shall have authority over all lawful corporate activities, including, but not limited to, policies and matters related to:  

Membership fees. 

Member services.

Creation of committees, task forces, and advisory groups (except the Nominating Committee).

Approval of chairpersons for task forces and advisory groups. 

Filling of vacancies on the Board of Directors, except for the office of President.

Board operations.

Funding, spending, and budget authority, contract and grant arrangements. 

Continuing education programs. 

This makes it clear, assuming your affiliate bylaws are the same, that not all decisions, reports, etc must be made at a general membership meeting on a regular (say monthly) basis.  The very positive side to this is that when you bring your members together you can focus on program and activities rather than the business of the organization.  This is not a suggestion that boards should operate in secret.  Indeed an affiliate may want to consider a short report to the membership on business items at a program.  

Business Meetings
Meetings should not be held just to hold a meeting.  Meetings should have a purpose.  A regular Board meeting exists to track and monitor the organization’s activity and progress towards objectives.

Meetings should have an agenda.  We recommend that agendas be planned and not based on a “first reports, followed by old business and then new business” model.  If you have an important issue it should come early in the agenda.  Using this technique a Board can focus its’ energy and attention on what is critical for the organization.

We recommend that affiliates consider using “consent calendar” for regular reports rather than having them presented at the Board meeting.  A consent calendar is a list of regular reports which are supplied to members of the Board before the meeting allowing for time for board members to review them.  The entire list of reports – the calendar – can then be accepted as a group.  If a Board member has a question regarding a report they can ask that it be “pulled” for specific attention during the meeting.  Consent calendars are an excellent way of saving time and energy.  

The organization’s finance statement should not be included in a consent calendar.  A finance statement needs to be presented, reviewed and approved at each Board meeting.  Just like regular reports it should be sent to Board members in advance whenever possible.

(Note: the sample ACNM Affiliate Bylaws state that meetings shall be run using Roberts Rules of Order.  This is very common.  The Board may make changes in its’ meeting superseding Roberts for procedural issues like the use of consent calendars and agendas.)

Program Meetings

Programs are where members, as opposed to Board members can check in with other, network and participate in a program or activity. 

Some of the same meeting “rules” apply:

· Make sure you have a reason for the meeting.  There needs to be a purpose and an agenda.

· Be organized and on time (appearing unorganized or last minute will make the affiliate look unprofessional and unattractive)

· Start and end on time (you have no idea how important this is over the long term)

· Allow enough time for communicating and marketing your events.  Keep people informed and ensure that notices and invitations go out early enough.

Can you mix Business and Program together?

You can, but do it carefully.  Generally the majority of your members are interested in the program and not the business part of a meeting.  Having a few short announcements about plans and progress before a meeting makes good sense but keeping it short is a good idea.  

To save travel and time for your leadership consider having your Board meeting (business) before the Program meeting on the same day and at the same place.  Interested members may want to come to the Board meeting.  Plan on a break before the program part of the meeting to ensure you are set up and start on time.
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Sample Board Meeting Agenda form – this is intended as a sample only 

Call to order









President

Approval of the minutes







President

  (Minutes should be sent in advance to Board members)

Treasurer’s report








Treasurer

  (A finance statement should be sent in advance to Board

   Members and be available in print at meetings.  The

   Finance report requires approval)

Consent Calendar








President

   (Regular reports make up the calendar and should be sent

    in advance to Board members.  Note that if a committee

    is requesting a specific motion it should be dealt with as

    an agenda item.  Approval of the calendar means that the

    reports are accepted and are incorporated in the minutes.)

Key items









President

These are important issues that the Board needs to discuss and 

 and make decisions on.

Miscellaneous items 








President

These can include regular activity type actions or any old 

 business that has not been dealt with.

Other items 









President

Adjournment

Tips on running Program meetings

Marketing your meeting

· Draft marketing and promotion messages about your event.  Make sure you are clear on the what, when, where, why, cost and how to register.
· Use the resources provided through the ACNM website to communicate with the members of your area.
· Use the lists of other midwives and practices to communicate with potential members.
· There is no magic amount of lead time or the number of times you contact them.  Think in terms of two months advance notice to potential attendees for an important program.  If you have a regular program meeting dates think of 30 days advance notice especially to non-members.

· We also suggest a week before e-mail.  Remember that many people will put off actually deciding until the last minute.  

On site:

· Arrive early to confirm any physical arrangements – you may need to set out chairs yourself.  Double check on any AV equipment, PA systems, etc.

· Consider producing clear signage to help people who are unfamiliar with the location.  They can be placed outside along an entrance road, in parking lots, at the best door to enter as well as inside a facility.  For new members good signs are very welcoming.

· Welcome everyone as they arrive.  Name tags can be very helpful.  You should also make sure that you welcome non ACNM members and provide them with ACNM membership information.

· Make every possible effort to start on time.  Attendees really appreciate this and it makes your affiliate look professional.

· Make sure to collect names and contact information (including emails) of any non-members who attend.

The meeting itself:

· Call everyone to order and welcome them.  Welcoming remarks are a good opportunity to stress that you are part of ACNM and share with everyone attending how important membership is to the profession. 

· This is also an opportunity for any special announcements.  Anything important needs to be done early in the meeting not later when people might be leaving.  If you have any information for affiliate members this is the place for it.  Keep them short and specific.

· Thank the speaker and everyone for attending and any last minute announcements.

· Starting and ending on time are appreciated by participants and will help you build attendance.

Follow up;

· Onsite registration material needs to be secured including any non-member names, e-mails, etc. 

· If you use evaluation forms make sure they are collected.  You can also consider sending a short and quick evaluation survey to participants the next day.

· Contact non-members with an invitation to join ACNM and with information on your next meeting.

