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Introduction

BESS Mission Statement

The Baltimore Educational and Social Society (BE®S)sts to foster the
understanding and safe practice of consensuakguotver exchange. To fulfill
this mission, BESS provides educational programmgagticipative workshops,
and social activities for those adults who alsgosupthis mission.

BESS Directors, Officers and Team Leaders

The intent of this handbook is to document key qe$ and procedures
concerning the governance and operations of BE&Sein will be addressed the
activities of BESS Directors, Officers and Team dexs. For clarity, we state
that BESS Directors are answerable to the Contsihtp and that the BESS
Officers and Team Leaders are answerable to theSBErd of Directors. All
Team Leaders also work closely with the Corporagarii Leader.

A listing of BESS Directors, Officers and Team Leex] including contact
information, can be found in the Corporate Teamt&os

Responsibilities of the Corporate Team

The Corporate Team shall maintain the operationthstructure of the BESS
Corporation: physical (post-office box, meetingasp, etc.); financial (bank
account); communications (e-mail lists); and orgatwonal (policies). This
infrastructure enables the BESS Directors to workh wihe BESS staff to
accomplish the BESS educational and social missions

Corporate Team duties include 1) conducting thetigle of board members in
compliance with the requirements set forth in thilads and in accordance to the
election procedures approved by the BESS Boardikdciors; 2) assuring that
the minutes of board meetings are recorded angusbshed in an appropriate
forum; 3) maintaining written policies governingncluct of board meetings and
the organizational interface between the BESS Boéidirectors and the BESS
Team Leaders (BESS staff); 4) insuring that boareimimers, officers, team
leaders, and other approved individuals have mathofl communicating

electronically; 5) maintaining a BESS website withrrent information; 6)
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making the handbooks of the various teams availablthe Contributorship; 7)
maintaining a BESS bank account and ensuring tEE8®Bmonetary policies are
followed; 8) compiling and making available the BESnnual budget, to
including the budget of each BESS team; 9) obtgimsurance as directed by the
Board of Directors; 10) filing legal documents aeded; 11) securing meeting
space, as needed, for BESS business meetings; Hnchdintaining a BESS
mailing address.

The Corporate Team Leader may appoint other indal&l and members to the
corporate team as needed to accomplish these wkgct

Confidentiality

It is BESS policy that BESS Directors, Team Leadsrd team members make
every effort to keep personal information persortalich information might come
to light at BESS board meetings or on the BESS i4ists and it is not to be
shared with the general public.

Monthly Business Meetings

Conducting BESS Board Meetings

A Parliamentarian will be appointed at the starteath Board Meeting. The
Parliamentarian is responsible for ensuring Rob&tiles of Order are followed.

The minutes of the last meeting will be on the aigeto be “accepted” as the first
agenda item of each meeting. This will be everyoiast chance to revise the
minutes. The Corporate Secretary shall providediesopf these minutes as
needed.

Only Directors can make or second motions.

The wording of each motion shall be read aloudhgyGorporate Secretary or the
Parliamentarian prior to voting. For each motidre humber of Directors voting
“for”, “against”, and “abstaining” shall be recodleWhen voting on a motion,
any Director is permitted to request a “roll-calldte wherein each Director's

name and vote are recorded.
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Minutes of BESS Board Meetings

It is the responsibility of the Corporate Team tsu@e that minutes of all Board
Meetings are recorded and published in a timely maan Minutes shall be
distributed through the Teams Email List and man&d in the ALL TEAM files
section of the BESS Website.

Team Issues

The role of the board is to set policies within gfhieach team operates. Unless
there is a compelling reason to do so, the boadadl siot instruct any Team
Leader to modify or implement any specific proceduHowever, in response to
a request or a complaint, the board will notify fream Leader of that request or
complaint and request a response from the team.

Each Team Leader is requested to appoint someoreptesent the interests of
the Team at any Board meeting in which Team isanedo be discussed. If no
Team Representative is present, agenda items iaffethat Team will, if
possible, be set-aside until a later Board meeting.

Monthly Reports

Each Team Leader will be responsible for a montem report at each board
meeting. If the team leader is not able to begreat the board meeting, they
should designate either a member of their teananother designated individual,
to present their team report. A written versiorthad team report must be posted
to the Teams Email List by no later than 8:00pmttm Friday before the board
meeting so that all interested parties may reviemt prior to the board meeting.

Resignations

BESS Directors, Officers and Team Leaders who wvitshesign are asked to

provide at least one week notice with an effectiaée corresponding to the date
of a board meeting. Additionally, the resignatranst be submitted in writing to

the board (e-mail is acceptable).

Securing Meeting Space for BESS Business Meeti  ngs
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The BESS Corporate Team shall, as needed, secace §gr BESS meetings of
the board of Directors. This is typically perfadby the President but the cost
is covered under the Corporate Team Budget.

Communications

E-mail Communications

The BESS Corporate Team will set up and maintaireamail list: the BESS
Teams list, for directors, team leaders, and setetdam members (as selected by
the team leader). If approved by the BESS BoarDiodctors, persons who are
neither directors nor team leaders may also becad@ieam Leaders are expected
to inform the Corporate Team, in a timely fashiaf,any changes in team
membership that might require adding or removirgjviiduals from this e-mail
list.

The BESS Corporate Team will set up and maintaireamail list: the BESS
Board list, for directors only. This list shall hesed, as needed, when the
directors feel that an issue is too sensitive fecukssion on the BESS Teams list.
“Sensitive” topics might include proposed persorufelnges or proposed censure
of a BESS participant under the safe-space polMhen a discussion is moved
from the BESS Teams list to the BESS Directors ¢tise or more of the directors
shall state, on the BESS Teams list, that thisoeaarred and will provide a sense
of why this has occurred.

It is BESS policy that Team Leaders and Directagselncouraged to use the
BESS-teams list, as opposed to more private or rmpobdic communications, to
conduct BESS business.

Through the use of these e-mail lists, the Directelll be able to ensure that all
team leaders write up team procedures and keefditéetors informed of their
activities. Team leaders are encouraged to useB#E®8S-teams list to keep
directors updated whenever team leaders plan tamgehdheir policies and
procedures.

“The three day rule”

Team Leaders are encouraged to proceed as autoslynasupossible within the
constraints of BESS policies and their approvedgktal We recognize that the
importance of the policy/procedure changes can Yray trivial to critical and
therefore suggest the following rule-of-thumb: Ifemm leader is concerned that
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the directors might feel the need to vote on a @sefd policy/procedure change,
that team leader should post a description of li@age to the BESS Teams Email
List three days before implementing it. The degiip should clearly indicate
that the team leader is invoking “the three dag’tulf no director objects, then
the team leader can proceed as s/he intended.

TWAB

The Corporate Team is responsible for sending outemail of news and
upcoming events, called This Week at BESS (TWABhe TWAB shall be sent
out weekly with the latest information suppliedrfrd’eam Leaders and posted to
the BESS website event calendar.

BESS Website

The Corporate Team is responsible for maintainimg BESS website. This
includes ensuring the information shown is curréatthe best of the team’s
ability. This also includes adding new functiohalas requested, whenever
possible. In order to accomplish this task, thepOmate team shall pay close
attention to discussions on the BESS Teams Email &$ requests are often
embedded in other discussions.

The files area of the BESS website will be used dorline storage of team
handbooks, minutes of board meetings, bookkeemmgd, etc. Every effort will

be made to keep these organized. To this end, BEf&SBeams list owner may
sometimes rearrange the files.

The Corporate Team shall be responsible for enguaibback up of the website
and all emalil lists is maintained.

BESS Mailing Address

BESS shall secure a P.O. Box or other such madglddyess for the conduction of
BESS business. BESS mail shall be collected asdi@med in a timely manner.
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Team Handbooks

Handbook Contents

Each team shall maintain an up-to-date Team Harldlwloich includes a record
of policies and procedures used by the team. Thlesuphy is that the people
who are responsible for carrying them out writeipes and procedures. Both
Team members and the BESS Directors shall be keptised of handbook
updates in a timely manner (for significant changegolicy or procedure, the
“three day rule” above shall apply).

Policies, procedures and materials should be kepinaple as possible and should
be kept consistent with both the minutes of boamktings and the bylaws.
Ultimately, everything that is included in a Handkds subject to review by the
BESS Board of Directors.

Because BESS Handbooks are available to be redtklESS Contributors and
interested leaders from other BDSM organizatiamsy should be writtewithout
inclusion of names or contact information of Teaeadlers or Team members. It
is the responsibility of the Corporate Team to emsturrent versions of team
handbooks are posted on the BESS website.

Each team will also maintain a “Team Roster” docotr@ntaining names and
contact information of the team leader and the te@mbers, or other volunteers,
who are responsible for accomplishing the workhat team.

In addition to a listing of policy and proceduréise handbook should include a
listing of “additional documents” for the use ofetlieam, such as the BESS
Election Procedures (see the section entitled Aadit Corporate Team
Documents below). The above-mentioned Team Rastaell be listed among
these documents.

Handbook Reviews

The BESS Directors shall periodically review eaemdbook to see that policies
and procedures remain in accordance with the irdeDlirectors as stated at the
board meetings and recorded in the minutes. Tieesews shall be conducted on
a periodic basis such that each handbook is redewéeast once per year. Itis
the responsibility of The BESS Chair shall keegkraf the schedule of reviews.
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Reviews shall be conducted in a cooperative angatige fashion; all interested
BESS team-members shall be encouraged to provog.in

Financial Procedures

The Corporate team shall monitor the responsieditf the Treasurer as outlined
in Section 3.05 of the Bylaws and ensure they aceessfully carried out.

Incoming Funds

The Treasurer and his/her designated represergatilebe present to collect all
money received at educational seminars, social8&85 sponsored events. The
Treasurer may designate a representative(s) whactam his/her place if they
are to be absent from an event. If no such reptates is present, those Board
members who are present may select such a repaégerfor that event only.

At all BESS events where cash is collected, an@ppate accounting form will
be used; these forms will, by design, be signedabyeast one responsible
individual in each instance. All funds shall beneed over to the Treasure, or the
Treasurer’s designee, and deposited in the BESE&kirigeaccount in a timely
manner.

Fund Disbursements

On or before December 31st of each year, the bshall approve an annual
budget for the following year, which can be amend®dvhole or in part at

subsequent board meetings. No money shall be ”dsthurom the Treasury
except, as it shall have been approved througbulgetary process of the Board,
or approved by the Board for the specific expense.

As part of its budgetary powers, the board maybdista a petty cash fund.
Disbursement from this fund shall not exceed $25@0single expenditures
except as shall have been approved in advance éoyodlard. The Treasurer
should be informed in advance of any plans to speadey with the intention of
being reimbursed from this fund. The Treasurer redase to reimburse for any
expenses that were not approved in advance, an@iréasurer is not authorized
to approve expenditures exceeding $25.00 withoidr gyoard approval. Any
money spent with the intention of reimbursementlstemuire that reasonable
receipts be submitted to the Treasurer.
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Annual Corporate Team Duties

Conducting the Annual Business Meeting

The BESS Bylaws require that an annual businesdimgebe held at which

Directors are elected, amendments to the bylawsaesl-upon, resolutions from
the Contributorship are voted-upon and reports e state of BESS are
presented. The BESS Corporate Team Leader shedlder over this meeting
unless he/she is running for election. In thakec#éise BESS Board of Directors
shall appoint another person to preside.

The BESS Annual Business meeting shall take placthe third Wednesday in
November, except in the unusual circumstance wthikee third Wednesday
directly precedes the fourth Thursday.

Elections to the Board

In compliance with the bylaws, the Corporate Tedrallsappoint a member to
solicit nominations for the board, and shall publisr the Contributorship a list
of those who have been nominated at least two wpgks to the election. In
order to be nominated, a candidate must verify $fe is willing to serve.

The Corporate Team shall assure that the date &awk @f the election is
published on the BESS web page, and sent out gi8HSS TWAB, at least one
month before the election.

Nominations can be taken from the floor on the dzftehe election, but the
candidate must otherwise be eligible, and mustelpiesent and verify that s/he
is willing to serve, or 2) must have submitted aten statement that is available
at the election meeting, and that verifies thag $¢hwilling to serve.

It is BESS policy that multiple members of BDSM Ugmes” or “families” cannot
simultaneously serve on the board of directorsr the purpose of this policy,
“couple” and “family” are defined as members of g@ne household, or people
in a relationship that is known within the BSDM ammity, even if not co-
habiting.

Each eligible voter must either be physically pneésa the election or submit an
absentee ballot by mail in accordance with the @t election procedures.
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Each eligible voter shall be able to cast no mbantone vote for each of the
number of open board seats. However, under nomstances will any voter cast
more than one vote for any single candidate.

In the case that a run-off is required, it shallHeld at the same meeting as the
original election. Each eligible voter who is plogly present shall be able to
cast any number of votes from a minimum of non& tmaximum of one vote
short of the number of candidates in the run-ofbwidver, no voter may vote
more than once for a single candidate.

BESS Annual Report

Two weeks prior to the time of the BESS Annual Bess Meeting, each Team
Leader shall submit, to the BESS Secretary an dmapart for his or her Team.
These reports shall be presented to the Contribloiwrat the Annual Business
Meeting. The Secretary shall compile these intcmeuthent entitled the BESS
Annual Report to be made available to intereste®@ 8Eontributors.

BESS Annual Budget

Two weeks prior to the time of the BESS Annual Bess Meeting, each Team
Leader shall submit, to the Corporate Team Leadprpposed annual budget for
his or her Team. Also, the Treasurer shall presesimmary of the past years
expenses and the projected income for the followadgndar year. The Corporate
Team Leader will compile this information so asdevelop a proposed BESS
Budget for the next calendar year. The Budgetl dismbiscussed at the Annual
Business Meeting to allow input from the Contrilmstop. The Budget shall be
discussed, modified, and approved by the Board icddibrs by the end of the
current calendar year.

Special Positions

Volunteer Coordinator

A “Volunteer Coordinator” will be assigned to spask at BESS events in favor
of volunteerism and to match volunteers to opentipos. Whenever e-mail is
received from a BESS enthusiast who implies in way that he/she wishes to

Page 9



8.2.

8.2.1.

8.2.2.

BESS Corporate Team Handbook
Revised: January 2010

help out with BESS, the Outreach Team will forwartht message to the
Volunteer Coordinator.

At each board meeting, the Volunteer Coordinatatlolicit volunteer requests

from the Team Leaders and shall use this informatm make appropriate

announcements requesting volunteers. Because teelumeeds are often

discussed at BESS board meetings and becauseaattendt board meetings has
proven to be a good indicator of volunteer commitm@rospective volunteers

shall be encouraged to attend BESS board meetings.

BESS Ombudsman

BESS maintains documented bylaws, policies and hawids that provide for fair
and ethical conduct of business by the BESS lehgeend BESS participants.
BESS participants are urged to resolve conflictsngisthose documented
procedures and through direct contact with BESSf.Stlowever, a matter of
contention may arise that cannot be resolved by sarocedures. BESS has
created the office of Ombudsman as an alternatasneaesolve such conflicts.

Purpose

The Ombudsman works impartially, independently, eotiyely, and
confidentially to offer an additional mechanism toediate and resolve
misunderstandings and conflicts that arise betwa®nBESS patrticipants. The
Ombudsman performs this function by opening chanredl communication
between BESS patrticipants and by verifying thatudeented BESS procedures
and policies are fairly administered and applied.

The Ombudsman is not an overseer or a monitor oSEBEevents and/or
administrative functions. It is a reactive offideat works to find rational and
equitable solutions to specific complaints or cotdl that, if left unresolved,
would be detrimental to the BESS Contributorship.

Function

The Ombudsman performs investigatory and advisengtions on behalf of the
Board and BESS participants through exercise ofpbeers outlined below.
While acting on behalf of BESS participants, the Wbosman operates
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independently of the board (except as detailedectiens Ill and VI of this
policy) and will, at all times, represent the issiis of the BESS Contributorship
to the best of his or her ability.

The Ombudsman will act only upon receipt of a writirequest from a BESS
participant or upon notification of the receipt 8&fe Space Complaint. The
Ombudsman will notify the board, in writing, of threceipt of a request for
assistance before initiating any action. The Boaay request a meeting with the
Ombudsman prior to any action being taken, but prayent further action by the
Ombudsman only by a two-thirds majority vote of teatire Board. The

Ombudsman’s role and responsibilities in administeiSafe Space Complaints
are described separately in the BESS Safe Spaay Rold are not addressed in
this document.

The Ombudsman may:

» Attend any BESS Board meeting and be given the ppity to address
the Board and ask questions. The BESS Ombudsmamaotde excluded
from an executive session of the board if the sulpéthe closed session
is relevant to the responsibilities, powers oratdiof the Ombudsman.

* Address any general meeting of the BESS Contrisbtpr and/or
communicate directly via the BESS-announce e-msi] Without prior
approval of the Board.

* Request information from any BESS participant,udahg all BESS Staff,
pertinent to resolving a dispute under considenafilhe Ombudsman will
remind all persons thus approached that they maglyfrdecline to
comment. The BESS Ombudsman will respect the cenfidiity of all
individuals he/she contacts in this way.

In the course of resolving or mediating a speddisue, the Ombudsman may
make recommendations for action by the BESS Bdah®/she concludes that
such actions are in the best interests of the BE&@ributorship. The Board is
obligated to receive the Ombudsman’s recommendataod grant the full and
careful consideration due the office.

8.2.3. Issues the Ombudsman May Address
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The Ombudsman attempts to resolve all issues dentian that are presented to
his/her office, unless a two-thirds majority of taetire Board votes to prevent
such action.

Issues the Ombudsman may address are:

* BESS Safe Space Complaints

» Complaints regarding the conduct of BESS Staff oaf8 members while
acting in their official capacity.

» Disputes between BESS participants that are dyeatlated BESS
activities or events and are deemed resolvable dhlpugh the
intervention of the Ombudsman.

Although the Ombudsman may address other issueg wvilil be considered on a
case-by-case basis and only after full consultabetween the Board and the
Ombudsman.

Issues the Ombudsman May Not Address

Some requests for assistance may lie outside tbpesof the Ombudsman’s
office and may be declined by either the Ombudsarahe Board.

The Ombudsman must decline a request for assistai@n it presents a
significant conflict of interest for the Ombudsmawny when impartial

representation is deemed unlikely for any reasoBESS participant may also
request exclusion of the Ombudsman from the resolubr mediation of a

conflict. If the Ombudsman is unable to act, theSBEparticipant and his or her
written request will be referred directly to the @d for investigation and
resolution.

Responsibilities of the BESS Ombudsman

The BESS Ombudsman is responsible for the fairluésa and procedural

monitoring of all Safe Space Complaints (see BE&& Space Policy). The
BESS Ombudsman will be elected by the BESS Cornbibuat the Annual

Business Meeting and will serve a one-year terne. ®mbudsman may not serve
concurrently as a BESS Director.
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The Ombudsman must notify the Board when a redoestssistance is received.
The Ombudsman will report progress on investigatiomarbitration, and
recommendations, in a timely manner. The extenthef details reported are
maintained with regard to both keeping the boaaperly informed, protecting

the safety, privacy and confidentiality of the widuals involved, and
maintaining the interests of the BESS Contributiprsh

Additional Corporate Team Documents
The following documents are available for use yBESS Corporate Team:
* Corporate Team Roster

This is a list of the BESS Directors, Officers, ired.eaders, and
Corporate Team Members, including contact infororati

 BESS Bylaws
These are the BESS bylaws and can be found onEBSBveb site.
 BESS Election Procedures

These are the approved election procedures anadvaikable in the ALL
TEAMS files section of the website.
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