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Canadian Parents for French-BC & Yukon Branch is a parent-led, non-profit organization that has worked for more than 30 years to promote, support, and advocate for accessible and quality FSL programming.
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Running an Effective Chapter

When starting up or running a volunteer based organization, it often comes to depend on just a few members who are burdened with all the work. When these few members move on, the organization can risk falling apart. In order to avoid this scenario and create a strong organization, there are some basic guidelines that can be followed. 

1. Plan for the year -- Create a year at a glance calendar in which to record events, upcoming meetings and fundraising initiatives. This will allow you to plan and accomplish more than the ‘figure it out as we go’ approach. 

2. Constantly recruit new members to ensure a consistent flow of talent and volunteers into the organization. 

3. Give your organization some structure. Running your organization in a fun but professional manner will legitimize it to yourselves and everyone else. 

· Take minutes at meetings and save them for future reference. 

· Create a list of Action Items after each meeting. Action Items are tasks that are to be completed before the next meeting. Each Action Item should have someone’s name tied to it, in order to ensure it gets done. Calling for volunteers to take care of specific Action Items during meetings is also a good way to delegate the work and ensure it does not fall to just one or two people. 

· Pass resolutions in meetings. Pass resolutions, keeping track of who proposed the idea and what discussion happened during the meeting. Write down ideas and how they are to be accomplished. 

· Keep everyone in the loop about any decisions that are made via email updates. 

4. Remember that while structure is a good thing, you must also maintain an element of fluidity. Be flexible but organized. Situations will change and everyone must be ready to adapt plans as needed. 

5. Succession Planning – in order for any organization to live for an extended period of time, succession planning must happen so that when members move on there is someone to pass the torch to. 
· Encourage peer-to-peer mentoring. Make sure that newer members learn the tricks of the trade and feel empowered to take over the reins of the organization when needed. 

· Keep a mental inventory of skills. Are you using every member’s skill sets? 

· Avoid creating situations in which everyone who has experience abandons the organization. Try to stagger the positions so that members with children in younger grades are getting a grasp on things while members whose children have almost graduated are still around to help them out. 

· Its always important to learn from mistakes and past experiences. When campaign or initiative is complete, make sure to have a wrap-up meeting in which everyone evaluates the outcome and what went well and what did not. Documenting this valuable information can potentially save future members some headaches. 

6. Define a mission statement. This is always a good team building exercise and allows you to define your purpose to others. 

7. Remember to find social time. Everyone involved is a volunteer, and is donating their own personal time. Try to coordinate a social event for the group. 

8. Try to maintain an open-door policy in which members feel free to respectfully raise concerns or interpersonal problems. Finding solutions early on will save everyone from disruptive tension later. 

9. Find a central location to keep all Chapter materials. For some larger chapters, you may be able to rent a small space like a room or storage locker. For most chapters, materials will likely be kept in members’ homes. If possible, try to keep everything in one central place to avoid things getting lost in people’s basements. If you have a lot of handwritten notes and minutes floating around, try your best to convert these over to a digital format so they will take up less room and will not get lost. 

10. Be sure to dedicate a portion of your regular time and efforts to fundraising, rather than coming up with something interesting to do and then find out that lack of funding is a significant barrier. Try to dedicate a third of your regular meeting and volunteer time to fundraising. 

11. Make sure that you are up-to-date on the Chapter bylaws and that the Chapter is run accordingly. Having a documented set of chapter policies and procedures can help the transition from an old Executive to a new Executive. 
· You will save a great deal of ‘rethinking’ time: trying to figure out how things ought to be done or how they were done in the past. 

· It will provide you with a framework within which to delegate tasks and responsibilities. 

· Important decisions should be made in advance of need, with due deliberation, rather than under pressure in reaction to a request or situation. 

· Defining a set of rules will ensure fairness: the same rules apply to all, and everyone is clear on the parameters within which they must act. 

· Develop job descriptions for all Board of Director positions as well as Committee Chairpersons. 

12. Maintain your Chapter status. 
· Keep at least 10 members. 

· Abide by CPF Chapter bylaws. 

· Keep the CPF Branch informed of issues and trends so that the Branch and National offices can work effectively on your behalf. 

· Send in copies of newspaper clippings about your chapter or FSL in your area, chapter newsletters and any other documents illustrating your activities for the past year. 

· For every Socio-cultural Grant you received, be sure to submit an evaluation, including original receipts within 30 days of the conclusion of your event. 
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