Meeting Roles
One of the major reasons meetings are inefficient lies in the fact that individuals do not know
what is expected of them or the roles of their position. Establishing clear roles and reminding
each other of these roles will help.
Member/Youth Representative/Delegate Role
To have an impact on association decisions and play an active role in guiding association
activities, a member’s/youth representative’s/delegate’s first responsibility is to attend meetings.
Furthermore, members/youth representatives/delegates that take an interest in association
business and come prepared to meetings are likely to have a greater influence.
Below are a number of member/youth representative/delegate responsibilities at meetings:
• Be on time.
• Keep other meeting participants, including the presiding officer, on task.
• Protect the minority point of view (at some point your opinion will be in the minority).
• Ask for recognition before speaking.
• Do not be intimidated into silence by positions of authority.
• Do not complain about or question the motive of other members.
• Volunteer your time and talents if your schedule allows.
Also, to assist merged associations, look for “Who Votes Local” and “Who Votes – State”
documents on the Association page of BOWL.com under Forms and Manuals.
Presiding Officer Role
The presiding officer, also referred to as the chair, is the person in charge of running a meeting.
The president serves as the presiding officer. In his/her absence, the vice president(s), in order of
rank, assume the duty. If neither the president nor vice president(s) are present, the next highest
officer (association manager, sergeant-at-arms) or director would preside over the meeting.
By virtue of being the individual responsible for running the meeting, the presiding officer has
the greatest responsibility of anyone at the meeting. For the most part, the presiding officer’s
responsibilities at meetings consist of the following:
• Determine if a quorum is present.
• Call the meeting to order (start the meeting).
• Ensure the “ground rules” are adhered to.
• Recognizing members who are entitled to speak.

To avoid the perception of bias, recognize all members in the same manner. For
instance, do not recognize someone you know by his/her first name (John) and
someone you do not know by something else (the man in the green sweater).
• Use a “parking lot” – keep discussion to the issue at hand.
• Handle motions and debate (See the Parliamentary Procedure document on the
Association page of BOWL.com under Forms and Manuals.
• Rule on points of order.
• Paraphrase comments and questions.
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•
•

 Are you saying….?
 Would you like to put your comment in the form of a motion?
Work to control dominant personalities – do not show irritability and ensure speaking
limits are adhered to.
Recognize accomplishments of others.

Other prominent roles of the presiding officer include reducing confusion, reducing unnecessary
debate, and facilitating the meeting.
Reducing Confusion
To reduce confusion at meetings, it is important the presiding officer makes certain attendees
understand motions or actions being proposed. Clarifying motions eliminates confusion and
allows attendees to make well-informed decisions. Therefore, after a motion has been made and
seconded, the presiding officer restates the motion before debate ensues. Then, after debate is
complete, the presiding officer should again state the motion before the attendees vote. By
continuously restating the motion the chance of misinterpretation is quelled.
Reducing Unnecessary Debate
Unnecessary debate can be restricted if the presiding officer addresses it immediately. By doing
so, attendees will be appreciative. For example, there is a motion on the floor to buy a new
computer for the association. As the motion is debated, an attendee states: “we really need to
paint the office before we buy a computer.” The presiding officer places “painting the office” in
the parking lot and redirects the debate to the issue at hand - purchasing a new computer. The
presiding officer can redirect the discussion by stating:
• “Is there any more discussion on the motion to purchase a new computer?” or,
• “Please limit your discussion to the specific motion, purchasing a new computer.”
Similarly, if attendees repeat the same opinions regarding the purchase of a new computer, the
presiding officer could state: “Are there any new opinions on the motion?” Doing so will keep
the meetings moving.
Facilitating the Meeting
One of the misconceptions regarding the presiding officer has to do with his/her role at
delegate/membership meetings. In many instances he/she tries to be an active participant in the
discussion/debate. However, the presiding officer’s role at meetings is to facilitate the meeting.
This requires the presiding officer to remain neutral, not providing his/her opinions on matters.
The presiding officer should be focused on treating everyone fairly, letting everyone be heard
(e.g. - ask quiet members for their perspective), and keeping the meeting on track.
Too often a presiding officer dictates or dominates a meeting. In other instances, he/she routinely
interjects in debate. If this is the case, the association board should work with the presiding
officer to clarify what his/her role is at meetings.
However, from time-to-time the presiding officer will have valuable knowledge to share or be
extremely passionate regarding a particular issue. In this case, the presiding officer could feel
compelled to speak on the subject. Before doing so, the presiding officer needs to vacate the
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chair. When vacating the chair, the chair is turned over to the vice president, provided the vice
president has not spoken on the motion. After vacating the chair, the president does not resume
the role of presiding officer until the motion/issue is finalized.
The presiding officer’s role at board meetings is generally dependant on the culture of
association board meetings. If board meetings tend to be unproductive, too long, or commonly
result in heated discussion, it is probably best for the presiding officer to continue his/her role as
a neutral party.
On the other hand, if the culture of association board meetings is fairly informal, the presiding
officer should have the opportunity to partake in debate and provide his/her point of view when
necessary. Regardless of which presiding officer role fits better at board meetings, the board
needs to establish some parameters for the position so the presiding officer knows whether
he/she can participate or is expected to remain neutral.
Voting
An individual does not forfeit his/her right to vote by virtue of serving as presiding officer. The
presiding officer may, however, choose to refrain from voting until all other votes are counted,
and then cast a vote only if it would affect the results. Keep in mind that if a vote is cast after all
others have voted the position of the presiding officer will be clear to all meeting attendees.
Association Manager Role
The association manager’s role at a meeting can be broken down into three areas: before, during,
and after the meeting.
Before the meeting, the association manager’s responsibilities include assisting the president in
developing the agenda, as well as sending out the meeting notice, agenda, and other documents
relevant to the meeting. He/she could also be asked to post the meeting notice at bowling centers,
the association office, or other visible areas where members congregate.
Since the association manager maintains association documents and records, he/she brings these
to the meeting. For instance, the association manager should bring old meeting minutes, the
governing documents (bylaws, operations manual, if applicable, etc.), and a list of current
members and committees. Further, he/she may want to have ballots prepared for the meeting in
case an action may need to be taken and a ballot vote is required.
During the meeting, the association manager’s primary duty is to record the minutes.
Additionally, he/she provides updates (financial report, correspondence received since the last
meeting, announcements of newsworthy events, etc.), as necessary.
Finally, after the meeting, the association manager’s responsibility lies in making changes to the
bylaws and association’s operations manual, if applicable, provided amendments/changes are
adopted. His/her post-meeting role also entails maintaining committee reports and writing the
minutes.
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