Minutes
Call to Order
An Annual General Meeting of the Willowgrove University Heights Community Association was held on October
2, 2019 at Holy Family School - Multipurpose Room. It began at 19:02 and was presided over by Carmen
Colon, with Jocelyn Trask as secretary.

Attendees
Voting members in attendance included Bonnie Thiessen, Vijay Tumber, Jocelyn Trask, Heather Desjardins, Yuly
Ruiz, Paul Caughlin, Jennifer Oleksyn, Scott Ferguson
Guests in attendance included Peter Turanich, Gregg Corbett, Chris Molenaar, Stephanie Maze, Ken
Cheveldayoff

Approval of Minutes
A motion to approve the minutes of the previous AGM September 2018 meeting was made by Jocelyn Trask and
seconded by Paul Caughlin.

Adopt Agenda
A motion to adopt the agenda was made by Bonnie Thiessen, seconded and carried.

Officers’ Reports
President Report was presented by Carmen. Thanks for everyone’s hard work this year.
Vice President Report presented by Yuly. Nothing to report.
Treasurer Report presented by Bonnie.
Soccer Coordinator was presented by Vijay. Kinder soccer split into 2 sessions; indoor registration - EACCA lost
soccer coordinator so many came to WUHCA for soccer; jersey’s for Kinder Soccer to U7 supplied by Tim
Horton’s, U9 being supplied by Winrar
Basketball coordinator report presented by Scott. 2018/2019 8 teams and 72 players registered to WUHCA,
2019/2020 - 109 players registered to WUHCA 9-10 teams. Thanks to all of the great coaches for stepping up
and volunteering.

Other Reports
Welcome was presented by Ken Cheveldayoff. Thanks to the WUHCA for all hard work for community
programs/events; Office is on 103 St, happy to have community members contact him for issues related to
government
Notice of board members resigning
1. Dana Willms - Adult Program Coordinator
2. Dayla Berry - Children’s Program Coordinator
3. Beverley LePage - Social Media
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Jennifer Becker - Basketball
Siobhan O’Connor - Traffic
Jennifer Oleksyn - Rink
Chrissie Gutmann - Secretary

Main Motions
Motion: Moved by Bonnie and seconded to adopt the Financial Statement 2017-2018. The motion carried.
Motion: Moved by Bonnie and seconded to adopt the Financial Statement 2018-2019. The motion carried.
Motion: Moved by Jocelyn and seconded to waive the requirement for Annual Financial Audit in lieu of an
Annual Financial Review (per Information Corporation Services rules for non profit corporations with
revenues less than $250,000). The motion carried.
Motion: Moved by Bonnie and seconded to appoint Cheryl as the reviewer for the Financial Statements
2018-2019. The motion carried.
Motion: Moved by Vijay and seconded to adopt the proposed budget for 2018-2019. The motion carried.
Motion: Moved by Bonnie and seconded to adopt the new board position and their descriptions (see attached).
The motion carried.

Elections
Adult Program Coordinator
Children Program Coordinator
Rink Coordinator - Gregg Corbett - email confirming letting name stand
Secretary
Event Coordinator
Civic Coordinator: Vijay Tumber
Website Coordinator: Peter Turanich
Newsletter Coordinator
Social Media Coordinator: Chris Molenaar
Advertising Coordinator: Peter Turanich/ Chris Molenaar
School Liaisons
Centennial: Vijay Tumber
Holy Family: Carmen Colon
Members at large: Stephanie Maze; Heather Desjardins
Booking Coordinator: Chrissie Gutmann
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Announcements
Next WUHCA meeting October 16, Willowgrove Elementary School Library 19:00

Adjournment
Jenn moved that the meeting be adjourned, and this was agreed upon at 19:47.

2020-10-01

Secretary
Willowgrove University Heights Community
Association

Date of Approval
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Adult Program Coordinator
• Prepare list of adult programs to be offered, including time schedules, descriptions, and fees, for approval by the
Executive before instructors sign the contracts
• Coordinate fall, winter and spring program registrations.
• Liaise with booking coordinator for use of the school or other suitable facilities for each program.
• Prepare reports and submit program information forms as required by the City of Saskatoon
• Hire suitable instructors and complete contracts
• Provide education to instructors on expectations from WUHCA for program
• Maintain program records for 2 years
• Assess if instructor has fulfilled contract and provide treasurer with confirmation of fulfillment
• Inform treasurer if programs have been cancelled so WUHCA registrants can be refunded
• Liaise with equipment coordinator for equipment needs
• Provide information about each program to the website coordinator, newsletter coordinator director for placement in
the association newsletter
• Attend and assist with in-person registration
• Coordinate with other community association coordinators for registration into various programs
• Attend monthly executive meetings
• Populate the shared programs spreadsheet
• Prepare list of transfer players for treasurer
• Provide monthly progress reports to board
Children's program coordinator
• Prepare list of adult programs to be offered, including time schedules, descriptions, and fees, for approval by the
Executive before instructors sign the contracts
• Coordinate fall, winter and spring program registrations.
• Liaise with booking coordinator for use of the school or other suitable facilities for each program.
• Prepare reports and submit program information forms as required by the City of Saskatoon
• Hire suitable instructors and complete contracts
• Provide education to instructors on expectations from WUHCA for program
• Maintain program records for 2 years
• Assess if instructor has fulfilled contract and provide treasurer with confirmation of fulfillment
• Inform treasurer if programs have been cancelled so WUHCA registrants can be refunded
• Liaise with equipment coordinator for equipment needs
• Provide information about each program to the website coordinator, newsletter coordinator director for placement in
the association newsletter
• Attend and assist with in-person registration
• Coordinate with other community association coordinators for registration into various programs
• Attend monthly executive meetings
• Populate the shared programs spreadsheet
• Prepare list of transfer players for treasurer
• Provide monthly progress reports to board

Basketball Coordinator
• Organize and coordinate registration and develop team lists for the SMBA league.
• Ensure there are sufficient coaches for the teams and the coaches are aware of their duties. Keep in contact with
coaches to ensure things are running smoothly.
• Register teams with SMBA.
• Be knowledgeable in and keep coaches informed about league regulations.
• Distribute schedules and equipment to coaches.
• Develop budget for basketball yearly
• Become familiar with the policies of the SMBA and keep the community association up-to-date with what is happening
in the basketball program.
• Keep the community informed through articles in the newsletter
• Attend monthly executive meetings.
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Communicate with the SMBA coordinator on a regular basis.
Prepare list of transfer players for treasurer
Provide program financial statement to treasurer
Provide monthly progress reports to board

Equipment Coordinator
• Assess the supplies, both quantity and quality, in conjunction with other coordinators
• Develop budget for equipment required for both indoor and outdoor programs.
• Arrange for distribution of equipment.
• Build team bags based on information provided by coordinators
• Contact the coordinators to distribute bags in timely basis
• Arrange for an exchange day for any teams that require equipment changes.
• Contact the coordinators at the end of the season to arrange for return of all equipment.
• Complete annual inventory
• Work with booking coordinator to book times to access equipment storage room.
• Procure new or gently used sporting equipment as needed
• Attend monthly executive meetings
• Provide monthly progress reports to board

PAST PRESIDENT
• Advise the President on affairs of the previous term and on relevant operations for the future.
• Assist in training the president on the affairs of the organization
• Advise the Executive of procedures and policies that have happened in the past.
• Provide a link from previous year’s administration to the present.
• Watch for and encourage new individuals to volunteer.
• Attend monthly meetings
• Provide monthly progress reports to board

PRESIDENT
• Preside at meetings of the Executive and at the Annual General Meeting of the Association
• Ensure meetings run smoothly and quickly in a positive atmosphere.
• Appoint a member of the Executive to act in his/her capacity in the absence.
• Chairs all meetings according to parliamentary procedures (Robert’s Rules of Order).
• Has signing authority for all payments made by the Association and for all legal paper and contracts.
• Ensure the all Executives are given training in their duties and responsibilities.
• Ensure that all Executive carry out their assigned responsibilities and duties.
• Act on the Community Association’s behalf in matters pertaining to the association to various levels of government,
outside agencies’, the City of Saskatoon, at public functions.
• Watch for and encourage new individuals to volunteer.
• Provide monthly progress reports to board
• Process renewal of Association’s insurance policies.

VICE PRESIDENT
• Assist the president in the overall leadership and operation of the organization.
• Coordinate special committees
• Serve on any committee as designated by the president
• Serve as “president in training” learning all aspects of the community organization
• Prepare grant applications with treasurer
• Responsible for booking rooms through the schools to accommodate program and meetings throughout the year
• Attend monthly executive meetings
• Provide monthly progress reports to board
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RINK COORDINATOR
• Apply for all grants pertaining to rinks with assistance from the treasurer and Community Consultant
• Ensure rink schedules are forwarded to the newsletter coordinator
• Maintain the rink
• Provide yearly budget for rink maintenance
• Attend monthly executive meetings
• Provide monthly progress reports to board
Extra info for Rink Coordinator
Budget/Forecast any future costs needed for the rink and report to the Treasurer and President on these costs.
● In the next 5 years a future project for the rink will need to put in a gas line to the shack and gas heater in
both sides.
● In the next year install motion lights on all sides of the building and to install cameras.
● Maintenance budget for each year. This would include, grass seed, snowblower maintenance, repairs on
the fire hoses...(a budget has been set for the next year of $3200 and can be followed for the future years
and adjusted)
● Repair Budget for each year. This would include things like graffiti, or new locks, or new fiberglass door a
budget has been set for the next year of $3200 and can be followed for the future years and adjusted)
● Supplies budget for each year. This would include any supplies needed like garbage bags, coat hooks,
printing posters or shovels and scrapers, hockey nets. a budget has been set for the next year of $3200
and can be followed for the future years and adjusted)
Coordinate with the Booking Coordinator and Program Coordinators:
● This would include creating programs and finding instructors for a learn to skate program for kids, or
adults. Programs for ice hockey from ages 3-5, teenagers, or adults. Perhaps creating a broom ball
evening.
● Plan the Grand Opening of the rink once we flood the rink with the social coordinator.
● Plan the family skate day and bbq at some point throughout the winter with the social coordinator
Advertising:
● Working with the communications coordinator to come up with advertising packages, sponsorships and
finding community members to purchase the packages.
● Finding donations and handing out the sponsorship brochures to continue repaying the loaned dollars
from WUHCA to finish building the rink.
Rink Duty:
● The main contact for all things related to the rink through the board members and the community.
● Running the rink facebook page in coordination with our communications coordinator.
● Finding community members to help take care of the rink throughout the winter mostly or the full year
● Checking in to make sure those volunteers are taking care of the rink on their scheduled times.
● Finding someone to fill the supervision of 6 hours a week during the winter months for public skate times
so that we can apply for the rink grant each year of $2000
● Creating a rink schedule for flooding and scraping, opening up the shack morning and night. (this schedule
was done this past winter and can be revised with the same volunteers for next winter)
● Repairing any damages or finding someone to volunteer to do so.
● Being the main holder of the keys to the shack
● Checking on the power and heat to make sure it doesn’t freeze up.
● Being the main contact if there are any problems at the rink
● A rink list of helpers has already been created and ready for the fall. All members have emails and contact
phone numbers and are prepared to continue helping next year including the previous rink coordinator.
● Closing up the shack at the end of the year and cleaning it
● Opening up the shack at the start of the season

Secretary
• Records, types and distributes minutes of meetings.
• File minutes and corresponding meeting documents for future reference.
• After minutes are approved send to website coordinator for placement on website
• Type agenda and notify members of next meeting time and place
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Keep and maintain attendance and volunteer hours
Forward contact@wuhca.ca emails to appropriate coordinator
Maintain up-to-date list of executive members home email addresses, home addresses and home phone numbers
Ensure minutes are archived and available as per Policy 3.1 Record Keeping.
Maintain motions and votes in bold in meeting minutes and as a separate
Attend monthly executive board meetings
Provide monthly meeting minutes in pdf form to be put on website
Provide monthly progress reports to board
Prepare Association’s annual return and submit to Province of Saskatchewan.

Soccer Coordinator
• Organize and coordinate community soccer program for the association in cooperation with Saskatoon Youth Soccer.
• Handle registrations using Goalline (online program), develop team lists and recruit coaches for teams.
• Determine number of teams and cost to register teams with Saskatoon Youth Soccer Incorporated (SYS).
• Get cheque from Treasurer and President and hand in into SYSI with form.
• Fill all required SYSI forms for registration including Tim Hortons equipment order.
• Make sure all coaches have registered in WUHCA Goalline and registered for age specific training.
• Arrange practice times at public schools in consultation with booking coordinator and the appropriate school
personnel in winter.
• Ensure that all details regarding times, dates and location have been established and shared with coaches.
• Distribute schedules and equipment to coaches (with coordination of equipment coordinator).
• Maintain annual inventory of Association equipment and uniforms, in conjunction with equipment coordinator.
• Coordinate with coaches the collection and return of uniform deposit for U9 teams.
• In coordination with equipment coordinator, purchase and maintain all equipment.
• Provide a copy of all coaches to treasurer for coaches honorariums.
• Provide program financial statement to treasurer
• Attend monthly executive board meetings
• Provide monthly progress reports to board
• Skills Preferred: Organization, Diplomacy, multitasking, scheduling and commitment
Event Coordinator
• Assist in planning, preparation, and delivery of board initiatives.
● Schedule, plan, and be present at social functions (garage sale, fun day at park, family skate day, earth day, etc)
● Prepare budget estimates for social functions and coordinate with treasurer for payment of expenses.
● Submit information related to social functions advertising coordinator and school liasons
● Assist at registration nights and at any other events initiated by the association.
● Provide monthly progress reports to board
● Attend monthly board meetings
SOFTBALL COORDINATOR
• Organize and coordinate the softball program, in cooperation with Saskatoon Minor Softball League.
• Develop schedule for all games, in conjunction with Saskatoon Minor Softball League.
● Recruit coaches and create teams.
● Provide dates and times of clinics for coaches, umpires and players.
● Coordinate with equipment coordinator for equipment needs
● Provide yearly budget for all softball needs.
● Submit registration details to the website and newsletter coordinator
● Provide program financial statement to treasurer
● Provide monthly progress reports to board
● Attend monthly board meetings
Civic Coordinator
• Coordinate the efforts of the Community Association in matters that pertain to neighborhood traffic patterns, zoning,
property assessment that have an effect on the quality of life of the residents
• Represent WUHCA concerns with other agencies, civic departments and committees on civic matters
• Deal with civic matters that require representation to local government
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Attend monthly WUHCA meetings and give a report on current activities
Liase with community advisor for how to deal with civic matters brought to WUHCAs attention
Coordinate with city councillor to rectify traffic concerns
Communicate traffic concerns brought forth from the membership to the board
Provide monthly progress report to board

TREASURER
Role: Responsible for all accounting and financial matters of the Association
Responsibilities:
1. Maintain the financial accounting records of the Association.
2. Prepare and present up-to-date Balance Sheet and Income Statement and Bank Statements Statement of Revenues
and Expenses at each monthly Executive meeting.
3. Prepare year-end financials and work with external accountants conducting Review Engagement on these statements.
Present statements at Annual General Meeting.
4. Prepare and present annual budget for the Association.
5. Oversee collection of membership and registration fees at all Association registration nights.
6. Prepare cash floats as required.
7. Assist in the collection of NSF cheques
8. Prepare and send invoices on behalf of program coordinators
9. Track receivables
10. Process short-term investment of surplus funds.
11. Receive invoices of the Association and process payment. Act as co-signatory on chequing account.
12. Prepare grant application forms and submit to City of Saskatoon with Community Consultant
● Attend monthly Executive meetings
● Attend registration nights
● Periodic bank deposits
Skills Required Basic accounting and administration; (knowledge of quickbooks)
Membership Coordinator
● Coordinate with program coordinator to ensure programs are available for registration with appropriate
descriptions on website
● Coordinate with Community Consultant to update registration information on city website
● Attend monthly executive board meetings
● Provide monthly progress reports to board
● Attend and assist with in-person registration
Website Coordinator
• Maintain wuhca.ca domain
• Maintain and update wuhca.ca website with information in conjunction with other coordinators
• Maintain techsoup.com registration
• Assign users in G-suite and ensure everyone can access their wuhca email account.
• Maintain techsoup.ca membership
• Place monthly meeting minutes on website
• Prepare budget for website maintenance yearly
• Attend monthly executive board meetings
• Provide monthly progress reports to board
Newsletter Coordinator
● Collect all reports and articles for the newsletters.
● Ensure printing and distribution of 2 online newsletters and 1 printed newsletter following set deadlines.
● Prepare and submit a budget for newsletters
● Provide directors with a Newsletter Schedule for the year which will include submission deadlines delivery dates and
anticipated content of newsletter.
● Provide 4 newsletters per year.
● Keep a copy of each newsletter for future reference.
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Watch for and encourage new individuals to volunteer.
Attend monthly executive board meetings
Provide monthly progress reports to board

Social Media Coordinator
• Adhere to the social media policy
• Review social media policy annually for presentation to board and AGM if required
• Maintain a WUHCA Facebook and Instagram account
• Liase with Rink Coordinator to maintain WUHCA Rink Facebook page
• Attend monthly executive board meetings
• Provide monthly progress reports to board
Advertising Coordinator
● Arrange for magnetic signs to be put up for events/registrations in conjunction with other coordinators
● Create and advertise for AGM throughout Willowgrove and University Heights
● Advertise for volunteers as needed
● Adhere to advertising policy
● Review advertising policy annually for presentation to board and at AGM if required
● Find sponsorships for advertising in rink and on website
● Attend monthly executive board meetings
● Provide monthly progress reports to board
School Liaison
As a school liaison your position is to be the contact between the school and the community. You are to report back and
forth each month about the council meetings. It is easiest to be on both school councity and wuhca council to do this
properly but is not necessary. It is important to know your principal and the admin staff and to communicate with them
what is happening in our community. Typing up reports for programs we are running so that they can be posted on the
schools social media, infocaster screens, school newsletters and internal billboards. Anything that the school may need
from the community will be requested through the liaison and reported back at each meeting with WUHCA as well.
Examples: Holy Family needed a long jump pit put in on city property so that was dealt with through our WUHCA meeting
and our City Representative. Any time there are concerns or issues with our shared gym space that is also communicated
through the liaison with help of the booking coordinators. This position is not a voting member position but is an important
to have on the board for our schools and for the community. Working together as best as possibly for our community
members. As a school liaison you attend each monthly meeting from September to June. You can help out at community
events and help others with their positions when asked upon or needed. This position is a fairly easy position to maintain
and still be a part of making decisions for the community.
● Submit information for school newsletters from coordinators
● Provide monthly progress reports to board
● Attend monthly executive board meetings

