CoDA 2020 CSC Zoom Instructions – 
1. Use the Zoom link to access the event. 
2. When you access the link, you will be put into the waiting room. The host will have to accept you into the meeting. Please be sure to join a few minutes early to give yourself and the host ample time to accept you into the meeting. 
3. When you enter the meeting, rename yourself as (V-voting, X-non-voting), Name, Last Initial, VE or Committee. (Sample – X-Carole T-CEC-Ottawa)
a. To rename yourself, open the participant list by clicking on “Participants.” Once open, hover over your name and select the three dots, then select “Rename”	
b. A CoDA Events Committee (CEC) member may rename you if you are unable; please check chat for a message from CEC regarding the above for renaming
4. When you first enter the meeting, you will be automatically muted. Please remain muted unless it is your turn to speak. You will be notified to unmute yourself.  Please hit the unmute button. When you are finished speaking, please re-mute yourself so that we can hear who is speaking and avoid background noise.
5.  VIDEO IS REQUIRED.  We ask that everyone enable their video so that we can make this as much of an engaged CSC as possible and give the feel that we are together although we are unable. If you are a Delegate and want to vote on a motion, you must have your video on and be present during the entirety of the motion.  We understand that sometimes people must step away for personal reasons. If you step away, indicate this by using the “away” feature or “coffee cup” at the bottom of the manage participant list. 
6. Enable your Chat for open communication from Event’s Team. You may use the group chat for technical questions or point of order, only.  This will be reviewed regularly by the Events Committee and they will respond to you promptly. 
7. Please do not use Chat for Crosstalk.  You may private chat individuals if you want to discuss other issues.  
8. When the screen is NOT being shared, to change your participant view between active speaker and a gallery of all participants, hover over the little squares and select this is your “Gallery View” or hit (Alt+F2)  this allows you to see all attendees in a gallery (Alt+F1 is speaker view) 
a. When the screen is being shared, hover over the speaker area and in the top left corner there are different options to select between:
i. Hide thumbnail – this hides the participants completely
ii. “Show small active speaker video” – This presents a small video with a video of who is speaking
iii. “Show thumbnail video” – This will pull up a small gallery with a few speaker faces
iv. “Show grid video” – This creates a bigger screen with multiple speakers
Questions
1. Questions prompted by the Facilitator:  Throughout CSC, there will be times the Facilitator will ask if there are questions from the attendees.  If you have a question at that time, please use the raise hand feature, then wait for the Facilitator to give you permission to speak.  
2. Questions prompted by the attendee:  If the question is prompted by you during a time that has not been specifically designated for questions, you may use the raise hand feature but must ALSO type in the chat box the nature of the question. If your question is of a technical nature, an Events team member will respond to you via chat only—please watch your chat window

Calling 30 Seconds
1. Any participant may call for "30 seconds of silence" at any time in order to remind the assembly of Higher Power's guiding presence and/or to slow down an escalating debate. Each period of silence will be followed by the Serenity Prayer.
2. If you need to call “30 Seconds”, please use the “raise hand” feature and type in the chat area “30 Seconds”.  Please wait for the Facilitator to respond and start the timer for 30 seconds.  
Pros and Cons
1. There will be availability for people to give pros and cons. This will be done through the “yes/no” feature. You can access the yes /no feature by pulling up the participant list. Below the list of names for people you will see a green – yes (this will be used for pro) and a red – no (this will be used for cons) button.  The host will remove the yes and no's after people speak. Do not use the chat to add additional pros and cons, this is outside of the CSC procedures and is strongly discouraged.  
2. This year we will start with 4 pros and 4 cons.  If more than 4 people want to speak pro or con,  we may listen to more alternating, as time permits.  It is recommended that speakers not repeat the points another speaker has already addressed.  
Voting Instructions
1. Votes will be done through the polling capability made available by Zoom.
2. When a vote needs to be conducted, a poll will show up on your screen that is sent by the host.
3. If you are a voting member, you will complete the poll with your vote response. 
4. If you are a voting member, you must be present for the entire presentation and discussion around the motion. Please be sure to have your video on so that IMC can verify that you have been present during the entire motion.
5. If you are not a voting member, X-non-voting beside your name, do not complete the poll. Please just exit out of the poll without responding. 







Virtual Meeting Etiquette
Do: Mute your microphone whenever you’re not speaking -- even if you’re alone in the room. Background noise can be an annoying distraction and stifle any meeting’s flow.
Do: Check if your microphone is unmuted before sharing.
Don’t: Position your camera too low, too high or hooked onto a different monitor. Weird camera angles can be very distracting.
Do: Make sure your room is well lit (side lighting is the best). Use natural light from windows or simply turn on the overhead light in the room to brighten up the conference.
Do: Dress as if you're meeting face to face. You never know if you're going to have to get up suddenly or if your camera might fall. 
Do: Be in a distraction free environment and aware that your surroundings are visible to everyone in the room. 
Do: Test your microphone and camera before you video call. 
Do: Act as if you are present in the room giving your undivided attention to the conference. 
Do: When you're talking, look into the camera instead of looking at yourself talking on the computer screen. 
Do: Remember that video conferences are essentially in-person interactions that allow businesses to communicate more effectively

https://coda.org/wp-content/uploads/2020/03/FSM-Part-4-Service-Conference-Procedures.pdf
Fellowship Service Manual (FSM) Part 4- Conference Service Procedures- Section 3- Introduction to the Community Problem Solving Method ---COMMUNITY PROBLEM SOLVING METHOD OF DECISION MAKING: SEQUENCE FOR BRINGING A MOTION TO VOTE
The following is a possible way for placing limits on the discussion of a motion. This process is designed to allow approximately 20 minutes per motion. Naturally, some motions will take more or less time and will not necessarily be stopped mid-process if the allotted time per motion runs out before completion. Group conscience and trusting in a Higher Power will help balance the imperfect allocation of time needed for voting on motions. The process is not designed to handle formal amendments, "motions to table", "points of order" or other such traditional business terms and situations. During the period of time at the beginning of the CSC when CSC procedures are put in place, this timeline or a comparative one may be put in place. By group conscience, everything is flexible in this method, especially time and speaker limitations.  ADJUSTED TIMES and Pros and Cons FOR VIRTUAL CONFERENCE

	2 min.
	1. Committee Chair puts a preliminary motion on the floor and presents the basic reasoning in favor of passing the preliminary motion. Comments may be made as to why the particular solution reflected in the preliminary motion was the final committee recommendation.

	6 min. 
	2. The Facilitator asks for questions and information pertaining to the preliminary motion

	8-12 min

(4 pros and 4 cons- If more then may continue w/ time determined by CSC)
	3. Statements in favor of and in opposition to the preliminary motion are given: 
     a. Alternating microphones, Up to 3 people can speak for and up to 3 people can speak against the preliminary motion, for 1 minute each. An even number of speakers is not required and either pro or con may start. 
     b. If more than 3 people want to speak pro or con, they may briefly confer among themselves to decide which three people will speak for the group. The speakers will try to include the non-speakers' main points. It is recommended that speakers not repeat the points another speaker has already addressed.  (increased to 4 for virtual conference)
     c. Recorders note main points for and against the preliminary motion. If a Committee feels a motion needs more time for discussion within the Committee's allocated time, by a group conscience of the assembly, more time can be used for questions and answers, and twice as many statements pro and con may be heard. Of course, group conscience can also just put a time limit on this input with as many speakers speaking alternatively as possible within the time limit. Conferring so as points aren't repeated is still advised

	6 min.
	4. Changes are made to the preliminary motion per group conscience. When finalized, the motion is read back to make certain it is in its final form.

	1 min. 
	5. The Facilitator calls for a vote: Those in favor; Those opposed; Abstentions. a. Motions that receive 2/3 or more votes are binding on the Board of Trustees unless that motion is later deemed in conflict with the law or the CoDA Bylaws. b. Motions with 2/3 vote for Committee work only require support from the Board; the Board does not do Committee work.

	1 min. 
	6. One additional speaker on the minority opinion may be heard at this time

	
	7. Any participant may call for "30 seconds of silence" at any time in order to remind the assembly of Higher Power's guiding presence and/or to slow down an escalating debate. Each period of silence will be followed by the Serenity Prayer.
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