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INTRODUCTION

This manual consists of the bylaws, policies, procedures, and operations of our association. 
All Board members, especially the President, are expected to become familiar with its contents 
and operate the association accordingly.

BYLAWS

1. Preamble
1.1. This association shall be called “Estevan Minor Softball”, hereafter referred to as “EMS”. 
1.2. EMS is the governing body responsible for the development, promotion, and regulation 
	of minor fast-pitch softball in Estevan and area, 
	within the framework of Softball Saskatchewan and Softball Canada.
1.3. EMS values strong yet collaborative leadership and an athlete-centered approach 
	in providing opportunities for members to participate in all facets of softball
	in a way that is positive and beneficial, both personally and athletically. 

2. Membership
[bookmark: _Hlk95470456]2.1. A member is any person: 
	(a) who has been affiliated, or 
	(b) who is a member of the Board, or
	(c) who has been appointed to a legitimate position in EMS by the Board.  
2.2. An individual becomes affiliated by: 
	(a) officially registering with EMS, and
	(b) paying the applicable fees
2.3. (a) All members from the previous season will have one vote at the Annual General Meeting 		(AGM)
       (b) In the case of minors, voting may be done by proxy by the member’s parent or guardian. 
2.4. Life Members are those individuals who have been recognized by the Board
	as having made great or important contributions to EMS, 
	and are granted perpetual membership by the Board. 
2.5. Membership always remains contingent upon maintaining good standing with the Board. 

3. The President
[bookmark: _Hlk95470819]3.1. The President must play an active and central role for EMS to properly function. 
3.2. To this end, the President, either personally or by deputizing others, shall: 
      (1) supervise the general administration and management of EMS, 
	including tasks assigned to members of the Board and all with positions, 
	ensuring that all follow the bylaws, rules, policies, procedures, and operations of EMS, 
	fulfill their duties, and keep them informed as they so direct
      (2) observe or otherwise monitor and evaluate all programs and activities of EMS
      (3) determine the general agenda for all Board meetings and preside over them
      (4) have the right to chair or otherwise be a member of all committees 
      (5) ensure any issues brought forward by members or partners
	are addressed and dealt with in a timely and vigilant manner
      (6) represent EMS in meetings and events
      (7) speak on behalf of EMS with all organizations, partners, and those outside of EMS 
      (8) provide clear parameters and limits when delegating any of their duties,  	
	ensuring that duties never are or remain delegated to anyone who does not so agree
      (9) do all of the above with a firm understanding of and belief in the purpose and vision of EMS 
     (10) do all of the above in a spirit of cooperation, respect, and objectivity;  
	speaking freely but constructively; 
	and actively discussing, taking interest in, and being involved in all pertinent EMS matters 

4. The Board
4.1. The affairs of EMS shall be managed by the Board, and conducted according to its bylaws, 
	or the bylaws of Softball Sask regarding anything that is not covered by the bylaws of EMS. 
4.2. (a) The Board is responsible for establishing and enforcing EMS rules, policies and procedures. 	
       (b) The Board may, at any time, add, delete, or change any EMS rules, policies, or procedures.
4.3. (a) The Board is responsible for appointing members to all roles and positions with EMS. 
       (b) The Board may, at any time, remove or replace anyone with a role or position with EMS. 
4.4. (a) The Board is responsible for ensuring compliance to EMS rules, policies, and procedures.  
       (b) The Board may sanction any member, for reasons deemed sufficient by the Board. 
4.5. The Board may deal with, decide on, and settle any matter, issue, or question 	
	that is not expressly provided for in the EMS bylaws, rules, policies, or procedures.  
4.6. (a) Board members may also hold other positions with specific roles 
	as defined and outlined by the Board.
       (b) Not all positions require membership on the Board, except for the President. 
4.7. (a) Board members shall serve without remuneration and shall not profit from their position. 
       (b) Board members may be reimbursed for such reasonable expenses 
		as may be incurred in the performance of their duties, subject to Board approval. 

5. Elections and Terms
[bookmark: _Hlk95471063][bookmark: _Hlk95471515]5.1. (a) All elections to the Board will take place at the Annual General Meeting (AGM) 
       (b) To be eligible for election to the Board, one must submit their interest, in writing, 
		to the President, at least seven (7) days before the AGM. 
       (c) The members present at the AGM will, by majority vote, conducted through secret ballot, 
		elect the Board members from among those who validly submitted their interest
[bookmark: _Hlk95471836]       (d) The Board will hold a reorganization meeting immediately following the AGM 
		to elect a President and fill the various positions, all by secret ballot, 
		after all are given the opportunity to volunteer or nominate others
5.2. (a) All Board members and those with other positions shall serve for a term of one year
	or until the following AGM, whichever period is shorter. 
       (b) All Board members have the right to resign at any time. 
       (c) A Board member, upon being absent for three Board meetings during their term, 
	 may be removed from the Board by a majority vote of the remaining Board members. 
       (d) A Board member who fails to meet the standard of conduct expected of them
	 may be removed from the Board by a three-quarters vote of the other Board members.

[bookmark: _Hlk95472587][bookmark: _Hlk95472682]6. Meetings
6.1. (a) The Board shall meet on a regular basis as prescribed by the Planning Calendar. 
[bookmark: _Hlk95473295]       (b) The President, after making a reasonable effort to ensure a time and place that works 
		for all Board members, or as many as possible, 
		must contact each Board member, in a manner that each has requested, 
		not less than seven (7) days before the meeting is to be held, 
		to inform them of the time, place, and agenda for that meeting.
       (c) The Board may meet without minimum notice upon unanimous consent, 
	whether explicit or implicit, of the Board, such as in cases of emergency. 
6.2. (a) The powers of the Board may be exercised by resolution passed at a meeting 
	at which quorum is present, which is fifty percent of Board members plus one. 
       (b) Every resolution shall be decided by majority of the votes cast. 
       (c) Board members participating via live telecommunication are permitted to vote.
[bookmark: _Hlk95473452]       (d) The Board may vote on urgent matters through a vote conducted electronically, 
	with sufficient time given and follow-up done to ensure the participation of all members
       (e) Board members who are absent cannot vote on motions or any other matter by proxy,
	or submit votes through text, email, or any means besides live communication.
6.3. (a) Each meeting will follow an agenda 
      	as determined by the Board and finalized by the President
       (b) Robert’s Rules of Order will be the guideline for conduct at all meetings. 
[bookmark: _Hlk95473630][bookmark: _Hlk95473716]6.4. (a) The Annual General Meeting (AGM) will be held annually following each season, 
	and as pursuant to the regulations of the Saskatchewan Non-Profit Act.
       (b) Notice of the time and place of this meeting shall be given at least one month in advance, 
	and reasonable efforts shall be made to ensure all association members are notified, 
	using any and all means and forums which are at the disposal of EMS. 
6.5. Any meeting that is held in contravention of these bylaws will be invalid
	and any resolutions passed therein will be null and void.  

7. Committees
7.1. The Board may appoint or otherwise establish advisory committees 
	to study or discuss issues or matters in greater depth than can be done at Board meetings. 
7.2. No resolution or recommendation from any committee has any force
	unless approved by the Board. 

[bookmark: _Hlk95473916]8. Finances
8.1. (a) All expenses that are to be covered or payments that are to be made by EMS 
	must be approved by the Board. 
       (b) New expenses can be approved via social communications outside of a Board meeting, 
	but the President has veto power in these cases.
       (c) If a Board member or association member has made a purchase or spent money 
	without the prior approval of the Board, that member may still be reimbursed 
	if the Board agrees with the purchase or expense made on behalf of EMS. 
8.2. (a) All approved expenses shall be paid by cheque. 
       (b) There shall be two signing officers, one of which is preferably the President. 

9. Revision of Bylaws
9.1. (a) Proposed revision of bylaws may be introduced by resolution from any member. 
       (b) The proposed revision must be submitted to the President, in writing, 
		at least ten (10) days before the AGM, 
		and must be sent by the President to all members
		at least seven (7) days prior to the AGM. 
       (c) Bylaws may be revised at any AGM upon two-thirds approval of attending members, 
       (d) Bylaws may be deviated from in cases of pressing necessity
	by unanimous consent of the Board, 
	which must then inform the membership forthwith 
		but may be deviated from in cases of pressing necessity 
		by a unanimous vote of the Board, which then must forthwith
		inform the membership of the deviation and the reason thereof.
CODE of ETHICS and VALUES

(1) EMS is athlete-centered, coach-driven, and supported by officials, volunteers, and staff, 
		all of whom should be recognized and respected for the important role they play. 

(2) The central aim of youth sport should be to provide its participants
	with a fun, enjoyable, and rewarding experience. 

(3) All youth sports should be run within a safe, supportive, and positive environment, 
	free of all bullying, harassment, abuse, or disrespect. 

(4) Behavior is to be always ethical, moral, and respectful. 

(5) Access is to be fair and inclusive, with differences embraced and support provided to all. 

(6) Communication is to be open and effective to encourage collaboration and change. 

(7) Confidentiality is to be strictly maintained, 
	with information shared only on an absolute need-to-know basis. 

(8) Issues are to be approached with an open and informed mind, 
	and with a willingness to adapt and be flexible. 

(9) Actions are to be taken according to what is best for the association,  
	rather than special interests, personal benefits, favoritism, hostilities, or other biases. 

(10) Tasks should be willingly undertaken in service of the community, 
	 wherever there is a need, and according to one’s ability






[bookmark: _Hlk95474452]









PLANNING CYCLE


January
· Board Meeting
· Committee Meetings 
· Semi-Annual Meeting: schedule date for early March 
· Umpire Clinics: schedule date for April
· Coach Development Clinics and Certification
· Player Development Clinics

March/April
· Board Meeting 
· Committee Meetings 
· Board Member Nomination Deadline: 10 days before AGM 
· Semi-Annual Meeting (early April) 
· League planning
· City-wide Registration

May/June
· Affiliation Deadline: May 15th   
· Provincial Championship Entry Deadline: May 15th & June 1st 

July/August
· Board Meeting (post-season)
· Season Wrap-up and Winterization
· Set Date for AGM (late August)

September/October 
· Board Meeting
· Committee Meetings 
· Provincial Championship Application Deadline October/November 1st
· Annual Funding Application Deadline: October 15th
· Winter Training Camps start in October 

November/December
· Board Meeting
· Committee Meeting
· Association Fiscal Year end December 31st






[bookmark: _Hlk95474610]
Provincial Team Policy

	Estevan Minor Softball is committed to meeting the needs of all athletes in Estevan and area who desire to play the sport of softball. As such, we offer, promote, and support both recreational and competitive forms of participation. We primarily accomplish this by offering two streams of softball: “House” and “Provincial” ball. In House ball, the primary aim is enjoyment and participation. As such, all our athletes are assigned to teams in such a way that all teams are more or less of equal strength, our players are assigned to positions in a way so as to not favor players of greater ability or disadvantage players of lesser ability, and our players compete against other teams which are similarly formed and run, and in which the primary aim is to ensure fidelity to the above principles, which must never be compromised in order to win games. In Provincial ball, the primary aim is player development and team success, which is measured primarily by maximizing wins. As such, athletes are chosen based on ability, assigned to positions and given playing time primarily according to ability, and who travel throughout the province and sometimes outside of the province where the primary aim is to win games. 

	We consider it essential that neither stream be favoured to the detriment of the other. 

[bookmark: _Hlk95474676]	This means that, on the one hand, we expect players who play Provincial ball to also play House ball. We must remember that all players begin in the House stream, and it is in this stream that certain players not only develop many of the skills needed to successfully move to the Provincial stream, but also develop a love for the sport and the desire to pursue it more competitively. Furthermore, we must remember that without a House stream, in which the majority of our players will play in exclusively, the Provincial stream will suffer, not only regarding individual player development and interest in the sport, but in the fact that the associations will be deprived of revenue streams that will result in much greater expense for those involved in the sport. We therefore believe Provincial ball players have the obligation, and ought to have the desire, to continue to support House ball and be involved in it. We do believe, however, that once athletes have reached U-16, it is unreasonable for them to be required to play both House and Provincial ball, on account of the time limitations that come from acquiring jobs, focusing on higher grades in order to get into post-secondary programming, and fuller social lives, in which case, such players should have the option of playing House ball. 

	However, on the other hand, we do not believe in holding exceptional players back from reaching their potential by barring them from going elsewhere to play at a higher level. This not only goes against the Long Term Player Development (LTPD) model that we follow, but may also negatively impact the athlete in many ways, such as missing out on opportunities for scholarships and competition in higher levels of ball.  This can also impact their love for the sport and their respect for those who they as athletes have been entrusted to, which can lead to disaffection, abandonment of the sport, and loss of those who would otherwise become the future leaders and promoters of our sport. 

	Intending, therefore, to keep a proper balance between these two streams, we hereby enact this policy, consisting of the following directives: 


1. All athletes in U-15 categories and under who fall within the boundaries of our association, 
		in order to play Provincial ball, must meet and maintain the following conditions: 
	(a) They must play House ball. 
	(b) They must maintain the same level of attendance in House and Provincial ball
	(c) They must conduct themselves in House ball in such a way
		that as much respect and support is given to their House teammates and coaches
		as they give to their Provincial teammates and coaches
	(d) They must not express, either verbally, non-verbally, or through their play, 
		any attitude of believing they are “above” or “too good” for House ball, 
		or denigrate House ball in any way. 

[bookmark: _Hlk95474758]2. In order for a Provincial team to operate out of Estevan, 
		the following conditions must be met and maintained: 
	(a) At least half of the roster must be composed of players 
		from within the boundaries of the association. 
	(b) At all points, in and throughout every game played by the team, 
		at least half of all the players in the batting order and on the field 
		must be comprised of players who live within the boundaries of our association. 

[bookmark: _Hlk95475285]3. In order for a player to get a release from our association to play for another Provincial team, 
		when a Provincial team is operating outside of Estevan in that age division, 
		they must be trying out, and/or playing for, an “A” team, 
		or there must be a moral certainty, as confirmed by the relevant coach, 
		and as approved by the Board, 
		that the player would not make the Estevan team if they were to try out. 

4. In order for anyone to coach a Provincial team out of Estevan, 
		the following conditions must be met and maintained:
	(a) They must be appointed as such by the Board
	(b) They are expected to contribute to House ball in some way, 
		whether through coaching or assisting teams or the association in other ways
		as determined and communicated by the Board
	(c) They must support, promote, and respect House ball as much as Provincial ball
	(d) They must never express, either verbally or non-verbally,
		anything that reflects negatively on House ball vis-à-vis Provincial ball.

- Exceptions to these directives, for reasons that do not compromise the principles of the policy, 
	may be made by the Board, which must then also create and make available 
	a written explanation of the exception and the rationale behind it. 

- Failure to fulfill the above conditions may be dealt with by the Board 
	by whatever means it deems appropriate or fitting. 



Fair Play Policy

Estevan Minor Softball is committed to meeting the needs of all athletes in Estevan and area who desire to play the sport of softball. As such, we offer, promote, and support both recreational and competitive forms of participation. We primarily accomplish this by offering two streams of softball: “House” ball and “Provincial” ball. In House ball, the primary aim is enjoyment and participation. As such, all our athletes are assigned to teams in such a way that all teams are more or less of equal strength, our players are assigned to positions in a way so as to not favor players of greater ability or disadvantage players of lesser ability, and our players compete against other teams which are similarly formed and run, and in which the primary aim is to ensure fidelity to the above principles, which must never be compromised in order to win games. In Provincial ball, the primary aim is player development and team success, which is measured primarily by maximizing wins. As such, athletes are chosen based on ability, assigned to positions, and given playing time primarily according to ability, and who travel throughout the province and sometimes outside of the province where the primary aim is to win each and every game.






















	Although House coaches do strive to win games, and their players also want the same, 
this must always be done within the parameters of fair play as established by this association, which are as follows: 

1. All players are to be given equal playing time, both offensively and defensively. 

2. Defensively, all players must play an equal number of innings each game and be rotated. 	
	(a) If, due to an odd number, some players must sit one more inning than other players, 	
		the latter should sit one more inning than the former in the next game	
	(b) By the end of the year, when factoring in the percentage of total innings played to sat, 
		there should be a difference of a max of five percent between lowest and highest	
	(c) All players must play at least two innings in the infield each game, 	
			which may be prorated when fewer innings are played in a certain game. 	
3. Offensively, all players must be evenly rotated throughout the lineup. 	
	(a) Players should alternate each game between the top and bottom of the order. 	
	(b) By the end of the season, if a score were to be assigned to each player	
		corresponding to the their position in the batting order and an average calculated, 	
		there should be a max difference of two points between lowest and highest. 
4. All teams must keep records of each game and provide to the Board for review when requested.
	(a) Defensively, the positions played by each player in each inning should be kept. 	
		It is suggested that coaches script the positions of their players before the game	
				(which will require they know who will and will not be there)	
			and to update that list if any changes have been made	
				(usually in cases of illness and injury)	
	(b) Offensively, the batting order for each game should be kept. 	
		It is suggested that coaches do this by using the team scorebook. 
5. Coaches are encouraged, but not required,	
	to record and update the total offensive and defensive numbers of their players, 	
	using spreadsheets or other methods. 
6. In those cases where players are removed from a game for illness, injury, or discipline, 	
	the innings they are present but do not play will not count as innings sat, 	
	but will be treated, statistically, as if they are not present. 
7. If any player approaches a coach, or a parent approaches a coach on behalf of the player, 	
	and requests either to be placed lower in the batting order or to play only in the outfield, 	
	the reason should be ascertained, and players encouraged but not forced to do otherwise
	Either way, this must be communicated to the President as soon as possible.
8. If the Board becomes aware of any situations in which this policy is not followed, 	
		it will seek to ascertain the reason and offer assistance in ensuring adherence. 	
	If it continues to be an issue, the Board may take whatever steps it considers necessary	
		to ensure fair play is being followed. 





Correspondence Policy

The intention of this policy is to ensure that all correspondence received by Board Members 
is responded to in some fashion, although most importantly there should be written documentation 
concerning matters of conflict or dispute.

1) If a board member should receive any written correspondence of a controversial nature 	
	(i.e. request for appeal, complaint of a player/coach/team/official/member, etc.), 	
	forward the written complaint to the President immediately. 	
	If you did answer the complaint, please forward your response as well. 	

2) If you should receive verbal complaint of a similar nature as mentioned above, 	
	have the individual put this in writing and sent to the President, 
	then make a written record of the exchange and send it also to the President. 

3) If you should receive a complaint towards yourself of a similar nature as mentioned above, 	
	follow these same procedures. 	

4) If you should receive any other written or phone correspondence 	
	regarding affiliations, registration, or provincial playoffs, 	
	respond according to our policies and procedures as outlined in Softball Sask handbook; 
	If you are asked a question of which you are not sure, 	
	then direct the individual to the President of Estevan Minor Softball. 

5) Any board member or coach sending out written correspondence 
	must carbon copy the President.	

Since all board members and volunteers are to follow this policy, 
	they are to all be made aware of it. 













Social Media Policy

Estevan Minor Softball is aware of the popularity of social media and recognizes that it has been, for many, a productive, important, or enjoyable form of communication and interaction. However, our association is also aware that social media has all too often been misused and has, at certain times and in certain places, caused great scandal and harm, not only to individuals, but to the organizations that these individuals are associated with. In order to avoid this happening to our association through the actions of its members, we hereby enact this policy. 

Members of our association, and those who have positions in our association, may not: 
	(a) post anything respectful, harmful, hateful, insulting, disparaging, or negative 
	(b) endorse or agree, or even appear to be endorsing or agreeing, with any such post; 
	(c) post, share, or appear to agree with, appreciate, enjoy, or endorse
		any form of bullying, harassment, or discrimination
		that is expressed through any form of social media 
	(d) post, share, or appear to agree with, appreciate, enjoy, or endorse
		anything that brings the association into disrepute

Members of our association, and those who have positions in our association, 
	must always bear in mind that their online conduct can reflect negatively 
	on all people and organizations that they are associated with, 
	and as such, they should consider themselves representatives of our organization 
	at all times and in all they do; 
	as such, they must be held accountable by our organization, 
	regardless of whether their posts have any connection to the association, 
	or to anyone connected to the association, or to the sport of softball. 

- Failure to fulfill the above conditions may be dealt with by the Board 
	by whatever means it deems appropriate or fitting. 











Respect Policy

The goal of this policy is to ensure a positive, supportive, and respectful environment for all players, coaches, officials, volunteers, and board members involved in Estevan Minor Softball. Our focus is to provide a safe and enjoyable experience for young athletes. All parents, guardians and spectators are expected to act in a respectful and supportive manner toward everyone involved in the organization.

As a parent, guardian or spectator of a player in Estevan Minor Softball, you are a vital part of the community. We expect all parents, guardians and spectators to:

Show Respect: treat coaches, volunteers, board members, officials,  players, and fellow parents with respect at all times.

Supportive Communication: communicate in a constructive and respectful manner when discussing any concerns related to the program, players, or game situations.

Positive Role Model: set a positive example for your child by encouraging good sportsmanship and promoting fair play.

Follow Guidelines: adhere to the rules and policies established by the Minor Softball Board of Directors and coaching staff.

To ensure the smooth operation of Estevan Minor Softball and maintain a positive atmosphere, a 3-strike rule will be implemented for inappropriate behavior. The following outlines the steps of this process:

First Strike: a formal warning will be issued by Estevan Minor Softball Board of Directors if a parent or spectator displays disrespectful behavior toward any participant (coaches, volunteers, official, player or board members). This warning will be documented, and the person in question will be reminded of the expected standards of behavior.

Second Strike: if the disrespectful behavior continues, a second formal warning will be issued. This warning will involve a discussion with the board of directors,  person in question and the person(s) they were being disrespectful towards to further address the issue. A written notice will be provided outlining the concerns and expectations moving forward.

Third Strike: a third instance of disrespectful behavior will result in the parent or spectator being banned from attending any Estevan Minor Softball games or practices for the remainder of the season. The decision to remove the parent will be made by the Estevan Minor Softball Board, and the parent will be notified in writing. Their child is still permitted to play.  There will be a plan set in place for pick up and drop off of child that limits the banned person’s time at Estevan Minor Softball’s diamonds. 



Examples of disrespectful behavior include, but are not limited to:

- verbal abuse or threats directed at coaches, volunteers, or board members
- disruptive behavior or arguing during games, practices, or meetings
- disrespectful comments regarding the players, coaches, or team decisions
- disregard for the rules or decisions made by coaching staff or game officials
- inappropriate language or actions that create a hostile environment.

We encourage all parents and guardians to address concerns directly with coaches or board members in a respectful and private manner. The safety, well-being, and enjoyment of the players are our top priorities. We expect all parents and guardians to cooperate with this policy to ensure a positive environment for everyone involved.

This policy aims to create a clear and structured approach for maintaining a respectful environment and holds parents accountable for their behavior, ensuring a better experience for all participants.































Job Descriptions


President

The President is to play an active and central role in order for EMS to properly function. 
To this end, the President shall: 
1. determine the general agenda for all Board meetings and preside over them
2. have the right to be a member of all committees,
	in which they have the right to serve as chairperson
3. supervise the general administration and management of EMS, 
	including tasks assigned to members of the Board and all with positions, 
	ensuring that they follow all bylaws, policies, procedures, and rules, 
	fulfill their duties, and require them to keep them informed as they direct
4. observe or monitor and evaluate all programs and activities of EMS
5. represent EMS to the members, meet with members to discuss issues brought forward by them, 
	and bring to the Board any of the issues raised by them
6. represent EMS at all relevant meetings 
	that EMS takes part in and at local tournaments and events
7. represent and speak on behalf of EMS with all organizations, partners, 
	and people and groups outside of EMS 
8. provide clear parameters and limits when delegating any of his or her duties,  	
	ensuring that duties are never delegated to anyone who does not wish to do them
9. do all of the above with a firm understanding and belief in, and desire to fulfill, 	
	the purpose and objectives of EMS
10. do all of the above in a spirit of cooperation, respect, and objectivity, 
	ensuring they speak freely but constructively,
	and actively discussing, taking interest, and being involved in all pertinent EMS matters



Vice-President

The Vice-President is ideally, though not necessarily, the President-in-waiting, 
		or alternatively the main consultant or helper of the President, 
		which should be kept in mind as the Board carries out its business. 
The Vice-President shall: 
1. carry out all the duties of the President in his or her absence, or as delegated by them
2. have the right to be a member of all committees
3. in cooperation with the President, 
	supervise the general administration and management of the association, 
	and observe or monitor and evaluate all of its programs and activities

Treasurer

The Treasurer must have high ethical standards, mathematical ability, and financial competency.
The Treasurer shall: 
1. ensure all the money received, spent, and invested is accounted for
2. ensure that all monies spent or earned are recorded, the books kept accurately and up-to-date, 
	and monthly bank statement reconciliation done
3. supervise the receipt of all monies received or spent by the association, 
	preparing cheques for signatures, conducting e-transfers, 
	and making deposits in such institutions as may be designated by the Board
4. present a full and detailed account of receipts and disbursements 
	when requested to do so by the Board,  
	and present financial statements at each Board meeting, 
	with a copy given to each member, 
	which summarizes how the money of the association was spent, what funds it received, 
	and how much was invested or is in reserves
5. remain well informed about the finances of the association, 
	recognizing that they are the person 
	that the Board turns to when it seeks financial information or advice, 
	or has financial concerns 
6. perform such other duties as usually pertain to the office of Treasurer



Secretary

The Secretary must be attentive, have attention to detail, be organized, 
	and has the ability to record information in a quick and accurate manner. 
The Secretary shall: 
1. distribute the agenda, in a timely manner, for Board meetings 
2. accurately record and distribute the minutes of the Board meetings, 
	in a format and with a level of detail as determined by the Board
3. maintain a Board planning calendar outlining matters
	to be on the Board’s agenda over the course of a year
4. maintain a full contact list of Board members
	including appointment dates, terms of appointment, bios, 
	and descriptions of their positions, if applicable
5. update, maintain, and store safely the legal documents of EMS, 
	including the bylaws, policies, procedures, minutes, and all other documents
	the President or Board direct to be included    
6. arrange for or find a replacement when unable to attend a Board meeting



Diamond Manager

The Diamond Manager shall: 
- examine the state of the diamonds at least two weeks before the beginning of the season
	and ascertain any work that needs to be done to prepare them for the season
- devise a plan, along with the President, in consultation with the Board, 
	to do or arrange for any necessary work to have the diamonds ready for the season,
	and ensure it is carried out
- be free and encouraged to recruit members or volunteers to form a crew or otherwise
	to help out with the care and maintenance of the diamonds
- create, maintain, assign, and keep updated a diamond schedule, 
	which will include those assigned to canteen, diamonds, and the batting cage, 
	and send it out to coaches, the president, the canteen manager, and the city parks foreman
	by at least Friday of the preceding week, and whenever there is a change
- be the primary point of contact for all diamond questions, requests, and issues 
	from coaches, members, and potential renters
- ensure the diamonds are dragged and lined before games, or dragged whenever necessary, 
	either by assigning members of the diamond crew, if there is one, 
	or by assigning teams
- keep the Board and the President informed on the state of the diamonds
	with the President being updated weekly, when requested, and when necessary, 
	and the Board being updated at each meeting, or when necessary
- maintain and update an inventory of diamond supplies and equipment, 
	including the gator, lime, tools, measures, bases, and the like, 
	keep them secure, replenish or replace when necessary (or make arrangements to do so), 
	and report any damages, losses, or shortages to the President and/or Board
- ensure, at the end of the season, that all diamond supplies and equipment are secured, 
	a final inventory is taken and recorded, diamonds are inspected and left in a good state, 
	and a final report is submitted to the President and to the Board
- communicate to the President, in as timely a manner as possible or reasonable, 
	any duties that they are unable to carry out, 
	or has delegated, or needs assistance with














Equipment Manager

The Equipment Manager shall: 
- create, maintain, and update an inventory of all playing and training equipment, and of jerseys, 
	which should include general size categories
- verify the inventory list at least two weeks before the beginning of the season
	and determine, based on the number of registrations and the numbers in each group, 
	what should be ordered, and communicate this to the President and/or Board
- devise and carry out a plan, along with the President, 
	to put together jersey sets, equipment bags, shed keys, and packages for all teams, 
	with the equipment in each bag being inventoried or photographed, 
	and deliver them to the coaches
- ensure the coaches fill out the jersey tracking sheet and submit it the first week of the season, 
	send a copy of each team’s form to the President, and file the papers with the Secretary
- be the primary point of contact for all equipment questions, requests, and issues
	from coaches, players, members, and suppliers
- report immediately to the President and to the Board any lost or damaged equipment, 
	and report any equipment needs or requests in a timely fashion
- make arrangements for equipment and jersey returns to be completed by the end of June, 
	and track down any players or coaches who do not comply by that deadline
- ensure, at the end of the season, that all equipment is secured and put away in an orderly way, 
	a final inventory is taken and recorded, 
	and a final report is submitted to the President and to the Board
- communicate to the President, in as timely a manner as possible or reasonable, 
	any duties that they are unable to carry out, 
	or has delegated, or is in need of assistance with




















Publicity Coordinator (Media)

The Publicity Coordinator shall: 
- craft statements and announcements, 
	post them on various social media platforms or other forums, 
	and send to any relevant organizations, groups, or individuals
- notify the media on any such association or softball related matter that may be newsworthy
	or that may generate publicity on important matters
- monitor various forms of media, including social media, 
	and report anything that may be of concern to the Board, both positive and negative
- provide the Board with suggestions on a variety of ways and means by which to 
	increase publicity and thus attract more members and sponsors
- identify and recommend anyone with marketing ability and an interest in promotion
	to work with the Board in developing promotional content and events

	











Canteen Manager

The Canteen Manager shall: 
- arrange for an annual health inspection to be conducted 
	at least two weeks before the season begins, 
	and notify the Board immediately of anything that must be done to operate legally
- ensure everything in the canteen is working and is properly stocked with supplies
	at least two weeks before the season begins, 
	and notify the Board immediately if any repairs or supplies are needed
- create a list of the goods that will be offered for sale, 
	purchase those goods, stock the canteen with them, and determine the price the items,
	at least one week prior to the beginning of the season
- ensure that the money is counted between each successive canteen opening, 
	that the sales seem to match the remaining inventory or apparent change in inventory, 
	that the earnings are taken, deposited, and reported to the treasurer, 
	and that a suitable float is left
- arrange for the emptying of the canteen and its cleaning and tidying 
	within two weeks of the end of the season
Liaisons

The liaisons are those members 
	to whom all communication is to be directed from the organization, and
	from whom all association communication is to be entrusted. 
The liaison must report to the Board on any communication they have received or given
	that would be of importance or interest to the Board, 
	and should inform the President any time there has been communication. 
The liaisons are to represent, as accurately as possible, the position of the Board on all matters, 
	should not undermine or disparage the Board, 
	and must make it clear when they are speaking as an individual 
	rather as a representative of the Board and its positions. 
There will be appointed a liaison for the following: 
- the City of Estevan
- the Highway 39 League
- the Borderline League
- Estevan Minor Baseball
- Softball Saskatchewan










Division Directors

The directors are those members
	to whom the players and coaches of a particular age group are entrusted.
They should ensure that all teams from the association in their age division
	are following all policies and procedures, 
	and that the leagues are operating likewise. 
It is to the directors that coaches, players, and parents should go to first
	with any requests, complaints, or suggestions. 
The directors should establish good relationships with all teams, 
	actively remain in close contact with them, and frequently solicit feedback. 
The director must always remain impartial,
	and never act or operate in such a way as to inordinately favour anyone
	on the basis of relationships, patronage, ease, or fear of reprisal. 
There will be a director appointed for the following: 
- U7            - U9            - U11            - U13            - U15            - U19
Travel Expense Form

	All expense claim forms must be submitted to Estevan Minor Softball board within thirty (30) days of completion of the meeting or event. Failure to do so may result in no reimbursement, especially if the expense claim is submitted during the next fiscal year. Allowance will be given to those who incur pre-season expenses and who wait until shortly after the season begins to submit claims. Appeals may be made to the Board. 	

	Expenses are generally covered for meetings attended by delegated officials on behalf of Estevan Minor Softball and for coaching development. 

Ground Travel: 	Car allowance is $0.47/km. 	

Per Diem: 		Half-day is $20, full day is $40.		

Accommodations: 	Prior approval from the Board should be sought to ensure reasonable rates	
[bookmark: _Hlk23928166]
************************************************************************

NAME:                                                                _____ ____  PHONE:  				 

ADDRESS:                                                                                			
			Street Address					City			Postal Code

EVENT:  										

LOCATION:  						____________ DATE(S): __________	 

Kilometers:                        x .47 per kilometre (both ways)		=$  	______	                              

Accommodations: (Actual Cost)            _                ____      		=$   	______	                  

Courses: (Receipts Required)                                       _____            =$   _____	______                       

Miscellaneous: (Receipts Required)              ___                   	 =$  	_______	                             

TOTAL EXPENSES						             =$ ____  		                                                                                    

Signature: _______________________________			Date Paid: 
									Cheque #: 

Date: ___________________________________			
									Code: 

Expense Claim Form

	All expense claim forms must be submitted to Estevan Minor Softball board within thirty (30) days of completion of the meeting or event. Failure to do so may result in no reimbursement, especially if the expense claim is submitted during the next fiscal year. Allowance will be given to those who incur pre-season expenses and who wait until shortly after the season begins to submit claims. Appeals may be made to the Board. 	


NAME:                                                                ________________	DATE: 


	Quantity
	Item / Description
	Amount
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	

	
	
	

	
	TOTAL
	
	



Signature: _______________________________			Date Paid: 

									
Date: ___________________________________			Cheque #
