
Administrative Policy

Background
The purpose of this document is to provide a baseline on how TSC official meetings are
established, run, documented and ordered.

Scope
This is to provide a basic guideline of rules on how to conduct TSC official meetings which can
be adhered to by the TSC membership body, its directors, officers and president

Policy
The following policy will address the following:

1. Process of how to run Board meetings.
2. Process of how to run standard non-Board meetings.
3. Process of how to run meeting related events (Draft, Classroom, etc.)
4. Miscellaneous rules of the meeting and meeting etiquette.

Each area has further definition under each process section of this policy.

Process

Process on how to run Board meetings

The Towamensing Soccer Club President is directly responsible in ensuring that board meetings
occur on the third Thursday of every month at their specified time and location. This statement
does not overwrite the needs of the Towamensing Soccer Club by-laws but is merely an overlay
to allow room to provide best value to the club for when meetings are best appropriate.

Prior to meeting, the Towamensing Soccer Club President with the assistance of the Secretary
is responsible for supplying an agenda to the board no later than 24 hours from the time of the
board meeting. If the time is shorter, either the President or Secretary may supply a form of
communication to the board indicating its delay.

The Secretary shall be responsible for documenting the minutes for public record, if the
Secretary is unable to do so, whether unable or absent, the Towamensing Soccer Club
President shall appoint a temporary note taker for the meeting. (Notes taken by the note taker
shall be supplied to the Secretary no later than seven days past the day of the meeting.)

Within three days of a monthly board meeting and monthly steering meeting, the secretary shall
supply the minutes to the President and/or the Board of Directors, if the notes were taken by a
temporary note taker, they shall be supplied  The secretary should supply them to the president
and/or Board no later than the 7th day past the scheduled meeting.
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Prior to the opening of the meeting, the Secretary or appointed party shall supply a single copy
of all applicable forms to the public table for view. This is to remain compliant to the needs of the
public. In addition, two forms will be supplied to the public table:

1. Attendance Sheet – To keep record of all those who have attended board meetings, this
becomes relevant for when it is time to hold elections.

2. Public Floor Sheet - To provide the public the opportunity to communicate to the board
comments of need. Do note this is not a floor for protest but to communicate to the
board, protests are covered under the TSC Respect and Discipline policy.

Canceling Board Meetings - The President is responsible for presiding over all board meetings,
in the event the president cannot make it, the Vice-President shall preside, followed by
Treasurer. If all three officers are unavailable, the Board Meeting should be considered
postponed until a time, which at least one of those officers attend.

The Agenda of the meeting are as follows:

Opening: Kick off the Opening of the meeting

Pledge of Allegiance: Official opening of meeting

Roll Call: Active call to determine who of the elected officers and directors are present at the
Board Meeting

Approval of last month minutes: To approve the minutes of the prior month, minutes are
available to the officers and directors prior to board meeting.

Approval of last month Treasurer Report: To approve the Treasurer Report from the prior
month, a report is available to the officers and directors prior to board meeting.

Old Business - Unfinished business from the month(s) prior.

Ancillary Motions - A catchall area under old business, which carries Towamensing Soccer
Clubs decisions made in between board meetings. These previously approved motions are put
through official record during this section.

New Business - New items that have arisen during the month from prior board meeting that
require full approval from the board.

Reports - Reports from each Officer and Director, should be used only as a basis for updating
the club.
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Elections/Nominations - Nominations are during October and November meetings. Elections
are held inDecember meetings, this is for the purpose to maintain a living administration for the
club.

Inductions and Renewals – This section is for the purpose of swearing volunteers into key
positions such as Directors and Coaches.

Adjournment - Official ending of meeting.

Board Meetings are set to take place no longer than 60 minutes from time of official opening
(Pledge of Allegiance). If time elapses beyond this, a motion is made to the board to continue.
Adoption of motion will increase the time by an additional 30 minutes

If the time goes beyond the extended 30, remaining items must be carried over in the following
month.

Cancellation of Board Meetings can only occur due to inclement weather or emergency
circumstances. Inclement weather would include cancellation due to school closings. Meeting
cancellation is submitted by the President and is approved by the majority of the Board of
Directors.

Process of how to run standard non-Board meetings
The President or respective board members may feel a need to hold separate meetings outside
the Board Meetings. These meetings may be either a subset of the board or the entire
administrative body.

As standard, non-board meetings:

Including the entire administrative body are host by the President (i.e. Steering Meetings).
● The Secretary shall be responsible for taking notes, if the Secretary is not available due

to inability or absence, the President shall appoint a note taker.
○ Notes must be provided from the note taker to the Secretary no later than seven

days from the meeting date. (see page 1)

That is a subset of the administrative body is hosted by the highest ordered office (ex. Vice
President, then Officer, then by director).

● Subset meetings need to be communicated to the administrative body for approval.
● An official note taker, must be appointed for any meeting and must be available for the

board to review
● A non-board meeting is NOT officially recognized by the organization unless one

member of the board of directors or the club President are in host.

All non-Board meetings should begin with the Pledge of Allegiance; have an agenda and a
definitive end.
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Unlike Board meetings, these are not public facing meetings and are considered “closed door".
Invitations may be sent to interested parties upon request and must be approved by the
applicable participants involved. Invitations requested that involve the entire administrative body,
shall be put to vote and may be ancillary.

Agenda - Agenda is dependent on the meeting and may vary depending on the nature. Either
the President or the appointed chairperson of the meeting provides the agenda.

Canceling meetings -

Non-board meetings hosted by the President may be canceled if more than a week's notice is
provided. If timely notice is not provided, cancellation may only occur in the event of inclement
weather or majority approval by the board.

Non-board meetings hosted by other hosts may be canceled if more than a week's notice is
provided. If timely notice is not provided, cancellation may only occur in the event of inclement
weather or by majority approval of the affected group.

Process of how to run meeting related events (Player selection, Classroom, etc.)

Meeting formats will be based upon the applicable club policies or formats provided by the
hosting entity. These are not considered non-board meetings but are special meetings that allow
the club to hold other functions.

Meetings of this nature are considered the following but are not limited to:

● Player Selection
● Trainings
● Special Events

No appointed note takers are necessary for these events.

Miscellaneous rules of the meeting and meeting etiquette

It is important to maintain a standard within meetings in order to allow for proper tempo. In order
to allow meetings to flow properly the following guidelines are to be adopted:

● One person speaks on the floor at a time (no side conversation).
● Keep the floor relevant to the topic (no tangents)
● Hold private conversations to a minimum
● No debating during Board Meetings
● No discussions during Board Meetings, ONLY decisions and updates.
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Policy adoption and update process.

Updates to this policy can be made at any time through motion of any Towamensing Soccer
Club member and second only by an active board member. If no such change is necessary, this
policy is to be reviewed annually.

Roles and Responsibilities:

President – Responsible for presiding over meetings that affect the club in its entirety.

Secretary – Responsible for keeping records for all meetings conducted when it is in regards to
club business.

Board Member – Responsible for the decision to ratify policies and assist in the final approval of
reimbursement.

Update/Approval History:
Created: 2/14/2017 - William Marks, President
Updated: 2/23/2022 - TSC Board
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