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I. 
Introduction


BESS Mission Statement

The Baltimore Educational and Social Society (BESS) exists to foster understanding and the safe practice of consensual erotic power exchange.  To fulfill this mission, BESS provides educational programming, participative workshops, and social activities for those adults who also support this mission.


Corporate Team roster

Contact information for the Corporate Team Leader and other Team members can be found in the Corporate Team Roster (see the section entitled Additional Corporate Team Documents below).
Responsibilities of the Corporate Team

The Corporate Team shall maintain the operational infrastructure of the BESS Corporation:  physical (post-office box, meeting space, etc.), financial (bank account), communications  (e-mail lists), and organizational (policies). This infrastructure is needed for the BESS Directors work with the BESS staff to accomplish our social and educational missions.


Corporate Team duties include 1) conducting the election of board members in compliance with the requirements in the bylaws; 2) assuring that the minutes of board meetings are recorded and are published in an appropriate forum; 3) maintaining written policies governing conduct of board meetings and the organizational interface between the BESS Board of Directors and the BESS Team Leaders (BESS staff); 4) insuring that board members, team leaders, directors, and other approved individuals have methods of communicating electronically; 5) making available the handbooks of the various teams; 6) maintaining a BESS bank account and ensuring that BESS monetary policies are followed; 7) compiling and making available the BESS annual budget, including the budgets of each BESS team; 8) obtaining insurance as directed by the Board of Directors; 9) filing legal documents as needed; 10) securing meeting space, as needed, for BESS educational or business meetings; and 11) maintaining a BESS mailing address.


The Corporate Team Leader can appoint other directors and members as needed to accomplish these responsibilities.

II.
Policies and Procedures Concerning Day-to-Day Corporate Team Duties


Financial procedures

The Corporate team shall monitor that the responsibilities of the Treasurer as outlined in Section 3.05 of the Bylaws are successfully carried out.


The Treasurer or his/her specifically designated representatives will be present to collect all money received at events, orientation meetings, and educational seminars. The Treasurer will designate such representatives who can fill in if the Treasurer is absent from an event. If no such representative is present, those Board members who are present can select such a representative for that event only.

When significant amounts of cash are collected at a BESS Education meeting or social, an appropriate accounting form will be used; these forms will, by design, be signed by two responsible individuals in each instance.  Money collected in such instances shall be deposited in the BESS checking account in a timely manner.


On or before January 31st of each year, the board shall approve an annual budget, which can be amended in whole or in part at subsequent board meetings.  No money shall be disbursed from the Treasury except as it shall have been approved through the budgetary process of the Board.  


As part of its budgetary powers, the board may establish a petty cash fund. Disbursement from this fund shall not exceed $25.00 for single expenditures except as shall have been approved in advance by the board.  The Treasurer should be informed in advance of any plans to spend money with the intention of being reimbursed from this fund. The Treasurer can refuse to reimburse for any expenses that were not approved in advance, and the Treasurer is not authorized to approve expenditures exceeding $25.00 without prior board approval. Any money spent with the intention of reimbursement shall require that reasonable receipts be submitted to the Treasurer.  An expense form is available for this purpose (see the section entitled Additional Corporate Team Documents below).


Conducting BESS board meetings
The minutes of the last meeting will be on the agenda to be “accepted” as the first agenda item of each meeting. This will be everyone's last chance to revise the minutes. The Corporate Secretary shall provided copies of these minutes as needed.

 
Only Directors can make or second motions.

The wording of each motion shall be read aloud the Corporate Secretary prior to voting.

For each motion, the number of directors voting “for”, “against”, and “abstaining” shall be recorded.

When voting on a motion, any Director is permitted to request a “roll-call” vote wherein each Director's name and vote are recorded.


BESS e-mail communications

The BESS Corporate Team will set up and maintain an email list, the BESS Teams list, for directors, team leaders, and selected team members (as selected by the team leader).  If approved by the BESS board of directors, persons who are neither directors nor team leaders may also be added.  Team leaders are expected to inform the Corporate Team in a timely fashion of any changes in team membership that might require adding or removing individuals from this e-mail list.


The files area of the Yahoogroups will be used for on-line storage of team handbooks, minutes of board meetings, bookkeeping forms, etc. An effort will be made to keep these organized. To this end, the BESS-teams list owner may sometimes rearrange the files. The Corporate team shall assure that team handbooks are relatively complete, containing all relevant policies and procedures plus a list of documents that the team uses to carry out those policies and procedures.


The BESS Corporate Team will set up and maintain an email list, the BESS Directors list, for directors only.  This list shall be used, as needed, when the directors feel that an issue is too sensitive for discussion on the BESS Teams list.  “Sensitive” topics might include proposed personnel changes or proposed censure of a BESS participant under the safe-space policy.  When a discussion is moved from the BESS Teams list to the BESS Directors list, one or more of the directors shall state, on the BESS Teams list, that this has occurred and will proved a sense of why this has occurred. 


It is BESS policy that team leaders and directors be encouraged to use the BESS-teams list, as opposed to more private or more public communications, to conduct BESS business.


Through the use of these e-mail lists, the Directors will be able to ensure that all team leaders write up team procedures and keep the directors informed of their activities. Team leaders are encouraged to use the BESS-teams list to keep directors updated whenever Team leaders plan to change their policies and procedures. 


Confidentiality


It is BESS policy that BESS Directors, Team Leaders and team members make every effort keep personal information personal.  Such information might come to light at BESS board meetings or on the BESS e-mail lists.


Safety and comfort

Of primary concern to BESS is that BESS meetings, parties and other events be a safe and welcoming place to learn and socialize with other members of the Baltimore BDSM community.  To ensure the safety and comfort of BESS contributors and guests, disciplinary actions may be taken against individuals who threaten BESS safe space.

Persistent, unacceptable conduct may, at the discretion of the Board of Directors, result in expulsion from membership and all future events.  Unacceptable conduct is conduct which violates the safe space of BESS and includes, but is not limited to, threats to or harassment of participants at BESS meetings, BESS parties, or other BESS events; or general disruptive behavior at BESS meetings, BESS parties, or other BESS events.

Procedures for initiating disciplinary action:

1. A BESS contributor or participant may file a written complaint with the BESS Board of Directors if s/he feels that BESS safe space is being threatened by an individual.

2. A representative of the Board will respond to the allegation within 30 days.

3. After reviewing the allegation, if the allegation is deemed to show merit, a Board member will inform the individual of his/her behavior and that individual, at the discretion of the Board, will be given the opportunity to improve.

4. If the individual persists with his/her threatening and/or disruptive behavior, s/he will be removed/barred from BESS and from BESS meetings, parties and events for a period specified by the Board.

5. Individuals will be removed by BESS by a vote of a quorum of the Board.  Individuals permanently expelled from BESS may, at any time, petition the Board for reinstatement.  Reinstatement is at the discretion of the Board.

Note:  The BESS Directors have voted to allow two of the BESS staffers to write and propose a new Safety and Comfort Policy.  This policy remains in effect until the new policy is adopted.


Securing meeting space for BESS functions

The BESS corporate team shall, as needed, secure space for BESS functions, such as meetings of the board of Directors or education meetings. 


BESS mailing address

BESS shall secure a P.O. Box or other such mailing address for the conduction of BESS business.  BESS mail shall be collected and answered in a timely manner.


Volunteer Coordinator


A “Volunteer Coordinator” will be assigned to speak up at BESS events in favor of volunteerism and to match volunteers to open positions. Whenever e-mail is received from a BESS enthusiast who implies in any way that he/she wishes to help out with BESS, the Outreach Team will forward that message to the Volunteer Coordinator.  


A “BESS Volunteer Flyer” and an example BESS volunteer announcement (vol-announce.txt) are available for this purpose (see the section entitled Additional Corporate Team Documents below).

Resignations

BESS officers and Team Leaders who wish to resign are asked to provide at least one weeks notice with an effective date corresponding to the date of a board meeting.

III.
Interactions Between Team Leaders and the BESS Board of Directors

“The three day rule”


Team leaders are encouraged to proceed as autonomously as possible within the constraints of BESS policies and their approved budgets. We recognize that the importance of the policy/procedure changes can vary from trivial to critical and therefore suggest the following rule-of-thumb: If a team leader is concerned that the Directors might feel the need to vote on a proposed policy/procedure change, that team leader should post a description of the change three days before implementing it. If no director objects, then the team leader can proceed as s/he intended.


Team Leaders to be given advance notice of Team issues to be discussed

The role of the board is to set policies within which each team operates.  Unless there is a compelling reason to do so, the board shall not instruct any Team Leader to modify or implement any specific procedure.  However, in response to a request or a complaint, the board may notify a Team Representative of that request or complaint and request a response from the team. 

Each Team Leader is requested to appoint someone to represent the interests of the Team at any Board meeting in which Team issues are to be discussed. If no Team Representative is present, agenda items affecting that Team will, if possible, be set aside until a later Board meeting. 


Team handbooks

Each team shall maintain an up-to-date Team Handbook, which includes a record of policies and procedures used by the team. The philosophy is that policies and procedures be written by the people who are responsible for carrying them out.  Both Team members and the BESS Directors shall be kept apprised of handbook updates in a timely manner (for significant changes in policy or procedure, the “three day rule” above).  

Policies, procedures and materials should be kept as simple as possible and should be kept consistent with both the minutes of board meetings and the Bylaws. Ultimately, everything that is included in a Handbook is subject to review by the BESS board of Directors.

Because BESS Handbooks are available to be read by BESS contributors and interested leaders form other BDSM organizations, they should be written without inclusion of names or contact information of Team Leaders or Team members.

Each team will also maintain a “Team Roster” document containing names and contact information of the Team leader and the Team members or other volunteers who are responsible for accomplishing the work of that Team.

In addition to a listing of policy and procedures, the handbook should include a listing of “additional documents” for the use of the team, such as the BESS Expense Form (see the section entitled Additional Corporate Team Documents below).  The above-mentioned Team Roster shall be listed among these documents.

IV.
Policies and Procedures Concerning Annual Corporate Team Duties

Elections to the Board

In compliance with the bylaws, the Corporate Team shall appoint a member to solicit nominations for the board, and shall publish for the Contributorship a list of those who have been nominated at least two weeks prior to the election.  In order to be nominated, a candidate must verify that s/he is willing to serve.


The Corporate Team shall assure that the date and place of the election is published on the BESS web page at least two weeks before the election.  


Nominations can be taken from the floor on the date of the election, but the candidate must otherwise be eligible, and must 1) be present and verify that s/he is willing to serve, or 2) must have submitted a written statement that is available at the election meeting, and that verifies that s/he is willing to serve.


It is BESS policy that multiple members of BDSM “couples” or “families” cannot simultaneously run for the board of directors.  For the purpose of this policy, “couple” and “family” are self-defined.  


Each eligible voter must be physically present at the election and shall be able to cast from one to seven votes. However no voter can cast more than one vote for a single candidate.

 
In the case that a run-on is needed, it shall be held at the same meeting as the original election. Each eligible voter shall be able to cast any number of votes from a minimum of none to a maximum of one vote short of the number of candidates in the run-off. However, no voter can vote more than once for a single candidate. 


Conducting the Annual Business Meeting


The BESS Bylaws require that we hold an annual business meeting at which Directors are elected, amendments to the bylaws are voted-upon, resolutions from the Contributorship are voted-upon and reports on the state of BESS are presented.  The BESS Chairman shall preside over this meeting.  A document entitled Annual Business Meeting Agenda is available for this purpose (see the section entitled Additional Corporate Team Documents below)

The BESS annual Business meeting shall take place on the third Wednesday in November, except in the unusual circumstance where the third Wednesday directly precedes the fourth Thursday.


BESS Annual Report
At the time of the BESS Annual Business Meeting, each Team Leader shall submit, to the Secretary and to the Directors, an annual report for his or her Team.  These reports shall be presented to the contributorship at the Annual Business Meeting. The Secretary shall compile these into a document entitled the BESS Annual Report to be made available to interested BESS contributors.


BESS Annual Budget

At the time of the BESS Annual Business Meeting, each Team Leader shall submit, to the  Secretary and to the Directors, a proposed annual Budget for his or her Team.  Also, the Treasurer shall present a summary of expected income for the following calendar year. This information will be compiled by the Secretary so as to make up a proposed BESS Budget for the following calendar year.  The Budget shall be discussed, edited, and approved by the Directors by the end of the current calendar year.

V. 
Additional Corporate Team Documents


The following electronic documents are available for use by the BESS Corporate Team:


Corporate Team Roster.doc   


This is a list of the jobs and the folks who get them done.


BESS Bylaws.doc

These are the BESS bylaws in MS-Word format.  These can also be found on the BESS web site.


Expense Form.doc    


Please fill this out in order to have expenses reimbursed.


BESS Volunteer Flyer.doc   


Anyone can print and distribute this to promote volunteerism.


vol-announce.txt


This is a sample e-mail announcement for promoting volunteerism.

Annual Business Meeting Agenda.doc   

This should provide guidance for conducting the annual business meeting.


BESS 2002 Annual Budget.doc [not done as of this latest draft of the Handbook]


This is the BESS annual budget for 2002.

