Governance-in-a-Box Guide

Council/Conference Secretary
The Secretary attends meetings of the Council/Conference, verifies that a quorum of Active Members is present at meetings, ensures that all votes are recorded and minutes kept of all proceedings.  The Secretary shall give or cause to be given notice of all meetings of the Council/Conference and shall perform such other duties as may be prescribed by the President.  

The Secretary is responsible for ensuring that records are kept of Aggregation/Institution, formal documents, meeting attendance and that annual report records are maintained.  The Secretary prepares all of the statistical information of the Council/Conference Annual Report.  Use of forms in the Minute Book is primarily the responsibility of the Secretary.

The Rule and Manual:  Every Active Member is expected to have read The Rule (Parts 1 and 3) and the Manual – not memorized, but familiar with the contents of both and able to search them for needed answers. Part 2 of The Rule addresses the operations of the Council General International.
Bylaws: It is important for leadership and members to be intimately familiar with the specific Bylaws adopted by their Conference and Council.  

SVdP – Specific Governance Materials:  Although not included in the documents in Governance-in-a-Box, the Secretary’s Minute Book, break sheets, minute sheets and case records are included in the documents section of the “Councils/Conference, Secretary’s/Treasurer’s Information.” 

Resolutions:  All leadership should be familiar with where these documents are and how to navigate through them.

Group Tax-Exemption:  Leaders at all levels of the Society need to be aware of what their current tax-exempt status is: directly from IRS, provided as part of their Council (using their Council’s EIN), or from joining the National Group.

Standards of Excellence:  Documents in this category help leaders at all levels of the Society to understand what is truly expected of their Council&/or Council.

Coaching, Mentoring, Training:  The Vincentian Pathway Toolbox was organized as a teaching tool to help various leadership positions within the Society.  There is one in particular entitled Toolbox D-Secretary that should be helpful to a Council/Conference Secretary.

Succession Planning:  This category is representative of key documents that can be used to encourage members to take leadership roles in the Society.

Additional Resources:  This category contains Word and PDF documents that help leaders at various levels of the Society better understand the structure of the Society, legal requirements, and the formal structures that define how things are to be done.

Governance Journals:  This is category contains all of the periodic Governance Journals that were published between 2009-2013.  Topics published are primarily related to governance within the non-profit industry and includes specific articles related to governance and leadership in the Society.

Relationship with the Church:  This category includes only one document at the present time entitled “Canon Law” which related specifically to the Society.

National Group Insurance:  For protection, it is important that Councils/Conferences have professional liability insurance to protect its directors and officers and other volunteers.  Insurance may be purchased through the National Council Administrative Services division or through some other insurance company.  It is important that you have such coverage to protect your Council and/or Conference.
