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	A. NAME of the resource / tool
	
Best Start West Athens Bylaws


	B. WHAT is the purpose of the resource / tool?




	This document summarizes bylaws established by Best Start West Athens to guide ongoing decision-making and Community Partnership activities.


	C. WHO developed the resource / tool? (If it was adapted from an existing document, please include a citation for the original source.)


	These bylaws were documented by Capacity Builder Kris Hampton based on a series of facilitated conversations with Partnership members and the formal approval of resulting policy recommendations.

	D. HOW should the resource / tool be used?  
i. What circumstances are ideal/appropriate?
ii. By whom and when?
iii. Is a particular skill set or special preparation needed?

	These sample bylaws can used as a reference reviewing or developing governance policies for community-led organizations.

	E. WHY is this resource being recommended? (What makes is especially effective or useful for community-based work?)
	It is a comprehensive set of bylaws that includes detailed policies that other partnerships can use a model for developing or refining their own bylaws.
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What are Bylaws?

Bylaws are written rules that help the Community Partnership manage itself.  They indicate Community Partnership’s role and structure; determine member rights and the procedures for exercising member rights.  Clear bylaws ensure fairness in decisions and help resolve issues/questions that may emerge related to roles, responsibilities and decision making.  

Best Start West Athens
Who we are 
Best Start West Athens, an initiative of First 5 LA, empowers parents, childcare providers, residents, businesses and community organizations and other providers to collectively build a vision and develop strategies to create the best possible community for young children and their families.  We collaborate to improve community policies, resources and services to better support residents, and create that place where families can thrive.  Best Start provides the skills-building and leadership training to help participants achieve their goals and ensure that children enter kindergarten ready to succeed in school and in life.  
Our Vision 
The vision of the Best Start West Athens community is to develop a collaborative community support system to enhance, enrich, educate, and empower all stakeholders with a special focus on families with children 0-5 years old.  
Our Values
· Learning and leadership from within our community is encouraged and nurtured
· We empower our community by honoring one another, being true to our word and holding ourselves accountable for the commitments we make

Our Location
The Best Start West Athens (BSWA) community spans 1.3 square miles in an unincorporated area of Los Angeles County.  Located in the Second Supervisorial District along the most southern border of South Los Angeles, it includes a cluster of three distinct communities, West Athens, Westmont, and parts of Hawthorne.
Community Partnership
Community Partnership Official Name
The Community Partnership’s official name is Best Start South Los Angeles West Athens.  

What is the Community Partnership?
The Community Partnership (also known as The Partnership) is the community body that brings together parents and caregivers, residents, organizations, businesses, government institutions and other stakeholders to collectively build a vision and develop strategies to create the best possible community for young children and their families. They collaborate to improve community policies, resources and services to better support residents, and create that place where families can thrive.

Partnership Responsibilities
· Be strong and effective advocates in their community
· Set agendas, guide meetings, and manage resources towards achieving and sustaining outcomes (in partnership with the Leadership Group)
· Support families
· Build allies and partners across sectors around a common agenda and influence policy decisions that affect families with young children
· Implement projects focusing on enhancing the quality of life for children and their families in the West Athens Community with a special focus on families with children prenatal to age 5.
· Review and approve Leadership Group recommendations to support work structures and the implementation of the Best Start work
· Oversees implementation of Best Start in accordance with the guiding principles, core values, and goals by providing input, reviewing information and voting as part of the decision-making process.  
Who can be a Partnership member?
The Best Start Community Partnership must ensure that its membership reflects the diversity of the community and is parent/resident-led. Although anyone can participate in Community Partnership activities, members include:

1. Individuals who have completed the BSWA Orientation and;
2. Attend Partnership, Leadership, Workgroups and/or ad hoc committee meetings OR
3. Who live or volunteer, and organizations that serve the community and participate in Partnership related activities.
Community Partnership Decision Making
Requirements to be a voting member
· Individuals who have completed the BSWA Orientation and;
· Have attended at least two Community Partnership meetings within the most recent 4 months’ period.
Who can vote?
· Any parent, resident or volunteer who meets the “voting member” requirements
· Only one representative per organization (Organizations can have alternate representatives as long as they meet the minimum voting requirements)
Partnership Decision Making Process
· Best Start West Athens encourages all Partnership members to voice their ideas, opinions and concerns prior to voting.  Only individuals who meet the requirements of a “voting member” can vote.  Each person/representative has one vote per voting item.  
· Majority rules at the Partnership level (at least 51%).  
 
Best Start West Athens Decision Making Model
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Community Partnership Meetings
Meeting Dates
Currently, the Community Partnership meets on the 4th Thursday of each month.
Meeting Time 
2:30pm-5:00pm* 
*unless modified to accommodate trainings or special projects 
Meeting Location
To Be Determined 

Who can attend Community Partnership meetings? 
Meetings are open to everyone 
Meeting Agreements
· Start and end on time
· It’s ok to disagree
· Speak up in any language
· Step up, Step back
· Support decisions once made
· Silence cell phones
· Respect the opinions of others
· Gain a clear understanding before voting
· Have a consistent commitment to participate
· Be transparent
· Learn to listen; listen to learn
Leadership Group
What does the Leadership Group do? 
The Leadership Group (LG) works in collaboration with First 5 LA and the community to ensure that all aspects of Best Start West Athens activities are consistent with the guiding principles, core values, goals and objectives of Best Start.   
Responsibilities of the Leadership Group
Overall, the Leadership Group is responsible for outreaching, planning, orienting, presenting and representing Best Start West Athens.  Specific responsibilities are informed by the Community Partnership and include:
· Serving as primary liaison between First 5 LA and the Community Partnership
· Assisting with identifying tasks and makes recommendations on how best tasks can be completed (e.g., workgroups, ad hoc committees, ongoing committees, etc.)
· Ensuring new members are welcomed and oriented
· Working with First 5 LA to manage resources toward achieving and sustaining outcomes
· Assisting with keeping the Best Start planning process and implementation on schedule
· Seeking and using input from all Community Partnership members as well as other invested community members regarding program related decisions; including setting agendas, guiding meetings, planning and managing resources.
· Participate in Community Partnership meetings, Leadership Group meetings, trainings and workgroups for an estimated 6-8 hours per month.

Leadership Group composition

There are 13 Total seats on the Leadership Group (at minimum 51% parent/resident, 49% non-resident).   
· 8 seats representing Community Residents
· 2 African-American
· 2 Latino
· 2 Non-specific parent/resident
· 1 Father seat
· 1 Young Parent Seat (25 y/o and younger)

· 5 seats represent Non- Residents

Parent/Resident seat:  A person who lives in the West Athens Community
Non-resident seat:	A person who goes to school, works or volunteers in the area
Organization seat:	A portion of the non-resident seats.  A representative participating on behalf of an Organization in/or serving the West Athens community.  Organizations may send alternates to participate as long as they meet the BSWA voting member requirements.

Leadership Member Status 

Full member status:  Members have full rights to provide input, vote and participate in all Leadership Group activities.    

Provisional status:  Allows members to show commitment and get back up to speed.  A Leadership member qualifies for provisional status if:
· They communicate absences to at least the group’s communicator and/or facilitator prior to the scheduled meeting
· Member is required to attend the next 2 consecutive meetings with no voting privileges
· After provisional period, member will be reinstated with full membership voting privileges
· Members may only have 1 provisional period per year

Specific roles within the Leadership Group 
Leadership Group roles encourage members to share the work and responsibility of supporting the Community Partnership.  The following list are basic roles established for BSWA, additional roles may be established by the Leadership group if needed.  

Agenda Builder(s)
Responsible for drafting meeting agendas with input from the Community Partnership, Leadership Group and workgroups.  
 
Communicator
Provides reminders of upcoming meetings and Best Start events 
 
Registration and Meeting Support Coordinator
Assists with coordination of registration and materials distribution at the meetings.  
 
Facilitator
Leads meetings, makes sure meetings run smoothly, and that different are included in discussions
 
Logistics Liaison
Coordinates the meeting locations and logistics such as food, childcare, transportation, tracks attendance, connects with presenters and ensures materials are submitted to First 5 LA for translation and duplication.   
 
Note Taker
Takes notes to document key decisions and discussions at meetings and ensures they are distributed to the appropriate groups (including meeting highlights, challenges, decision points, next steps, etc.).
 
Administrator/Parliamentarian
Ensures meetings and decision making remains compliant with BSWA bylaws.  Helps to keep peace at meetings.  Serves as lead of the Elections committee and is responsible for coordinating all Elections related tasks.   
 
Timekeeper
Keeps track of time at meetings as laid out on the agenda

Sponsorship Chair
Responsible for receiving Sponsorship requests and all support materials/information needed for requests to be presented to the Leadership Group and Community Partnership.   Presents requests at Leadership Group meetings/Partnership meetings and reports results to First 5 LA Communications Officer and Program Officer.
Leadership Group Elections and Term Limits 

Election and Voting Eligibility
Partnership members are allowed to vote and run for open Leadership Group seats after:
· Completing the BSWA orientation AND 
· Have attended at least two Community Partnership meetings within the most recent 4 months’ period.
Elections Schedule
Elections will be scheduled once per year in November.  Newly elected Leaders will assume their positions in January of the following year.  (New Leader orientation, training and transition of responsibilities will occur between November – January or as needed).    

Special Elections:  Will be held on an as needed basis to fill open Leadership Group seats.
Elections Process   
Announcement of vacancy and planned election are shared with the Partnership:  The purpose of the Leadership Group is presented to the Partnership. The types of seats available, voting process and timeline are shared.
Application Process:  Partnership members are required to submit a completed nomination application to the BSWA Administrator/Parliamentarian.  Administrator/Parliamentarian will forward complete applications to the First 5 LA and Election Committee for review and processing.
Presentation of applicants to the Partnership:  Applicants must be present at the election meeting to be considered.  Applicants are required to provide a 2-5 minute speech indicating why they would be an asset to the Leadership Group.  Written candidate summaries are provided to the Partnership for review.  Members confidentially vote.    
Ballot Count:  Ballots are counted by the Election Committee (selected volunteers and/or staff as authorized by the Leadership Group).
Term Limits
· Parent/Resident Leadership Group members will serve a term of 2 years
· Non-resident Leadership Group members will serve a term of 2 years
· Organizational Seat members will serve a term of 1 year
· Members are eligible to apply for unlimited consecutive terms
Leadership Group Meetings

Meeting Dates
Currently, the Leadership Group meets on the 2nd Thursday of each month.
Meeting Time 
12pm-2:30pm* 

*unless modified to accommodate trainings or special projects 
Meeting Location
Varies
Attendance Requirements
Members are required to attend all scheduled Leadership Group meetings.  Members must participate in at least 50% of each meeting to have their attendance count.  If a member misses 2 consecutive meetings, they lose their seat unless they meet the provisional status qualifications.

Grace Period 
All Leadership Group meetings will include a 10 minutes grace period.  If a quorum is not present at that time, meeting will be rescheduled.  

Who can attend Leadership Group meetings? 
Meetings are open and anyone can attend.  Only elected Leadership Group members may vote.
Leadership Group’s Decision Making  
How does the Leadership Group make decisions?
The Leadership Group will be intentional on following the Community Partnership’s agreements and values, and keep the community goals a priority.  Meeting agendas will be provided to Leadership members at least 3 days in advance of each meeting.  Decisions within the Leadership Group are made when a majority of those present agree. 

Leadership Group Quorum Requirement
A quorum is the minimum number of voting members that are required in a meeting for a decision to be made.  50% + 1 of Leadership Group members must be present to have a quorum.  A quorum must be present to execute a Leadership Group meeting.
What do we do if we don’t have quorum? 
· Big Decision Voting:  Plans and items that must be moved forward for consideration to the Community Partnership
· Only Leadership members in attendance will discuss and vote on issue/topic
· If there is a conflict of interest for any member, they will follow conflict of interest procedures and will not participate in voting.
· Small Decision Voting:  Items such as logistics, when to meet, etc.  Absent members will have 2 days to vote via email to the entire Leadership Group.
 
Community Sponsorship Requests
The Community Partnership reviews eligible sponsorship requests on an ongoing basis as funds are available.  Details regarding qualifications, timelines and the application process are covered in the BSWA Community Sponsorship Guidelines document.  Guidelines and Sponsorship applications can be secured from the First 5 LA Communications Officer or any BSWA Leadership Group member.


Workgroups, Small Groups & Committees 
Communications Workgroup
· promotes the work of the Partnership
· creates outreach materials
· provides orientation to new members
· reviews community sponsorship requests
· organizes participation in community events
· meets once per month
Community Connections Groups
· social groups that help build relationships among residents
· introduces them to Best Start  
· are based in common interests such as cooking, walking, children with special needs or other shared interests 
Neighborhood Action Councils
· Resident-led organizations where members come together to design and lead their own neighborhood based projects focused on education, health, safety and economic development
Learning By Doing Workgroup
· Plans activities that support building knowledge and skills among Community Partnership members and the community at large through presentations, trainings and coaching
Ad-Hoc/As Needed Committees
· Are developed to accomplish focused short term tasks on behalf of the Community Partnership
Leadership Advisors Council
· Group of former Leadership Group members who provide mentoring, advisement and knowledge sharing to current Leadership Group members as requested and needed.  
Group/Committee Membership
· All groups except Leadership Group have open membership.  Leadership Group members are elected.




Best Start West Athens Structure





Conflict Resolution Guide
Process
This guide to resolving conflict is created as a support tool, if additional support is needed please refer to the appropriate person as indicated below.

1. Recognize and Acknowledge that the Conflict Does Exist
· Know that it is ok to have constructive disagreement.
 
2. Analyze the Situation & Facilitate Communication
· If the issue arises during a meeting/activity, determine the most respectful manner to address the situation. It is usually better to handle the situation with the individual person and talk to them outside of the group or activity.
· When assisting individuals or groups in conflict, allow free but respectful expression while remaining neutral, objective, and humble. 
· Reconnect to and honor BSWA group agreements and conflict resolution steps, which should be reinforced as needed.
· Listen and raise questions to determine exactly what the conflict is about and diffuse anger or frustrations. (For example, does it involve a difference of opinion about values, goals, action plans, responsibilities, territory, or a combination of these?)
· Seek to understand what is being said and felt by the parties in conflict.

3. Look for Solutions
· Make conflict resolution the priority rather than winning or “being right”.
· Think about possibilities for a solution. Consider various options that will benefit all parties, including common points of interest and what has helped resolve similar conflicts.
· Strive for cooperation, opportunities for compromise, a willingness to take personal responsibility, and forgiveness. 
· Listen to and respect others’ point of view
· If other supports are needed, talk to:
· Community Partnership – Consult the Leadership Group
· Leadership Group – Engage neutral Leadership Group member/Peacekeeper
· If not resolved by the above groups, contact First 5 LA where applicable
 
4. Confirm Agreements & Take Action
· Document agreements where possible
 
5. Self Care
· Make sure you are ok
BSWA Orientations 
Purpose
BSWA Orientations are engaged to:
1. Welcome new attendees
2. Impart basic knowledge of BSWA goals, structure and membership guidelines
3. Build enthusiasm and encourage participation regarding BSWA’s community work
4. Reduce future challenges related to misinformation, assumptions and/or confusion
Responsible Parties
The Welcome Committee is responsible for orientation.  The Welcome Committee includes Communications Workgroup members, Leadership Group members and appointed volunteers.  The skills or experience needed for this position include:
· Someone knowledgeable/trained in the Orientation information 
· Friendly, outgoing personality
· Relatable (knowing how to work with the different target audiences)
· A person good at building and recognizing the importance of relationships
· Has cultural sensitivity and speaks the appropriate language for the targeted group
· A good motivator
· Someone who is good at helping others make connections and build relationships
New Attendee Orientation
1. New attendees are offered a brief overview of First 5 LA, BSWA and are provided an informational folder that includes:  Best Start description, First 5 LA Brochure, BSWA brochure, BSWA map, Welcome Baby Flyer, Information for Fathers, First 5 LA Family Guide, and a keepsake.
2. New attendees will be asked to share the following during their first Community Partnership meeting:
a. Name
b. How they heard about BSWA
c. What brought them to the meeting
3. Leadership Group members/Welcome Committee will be attentive by offering personal welcomes, interact with new attendees and introduce them to other participants
4. Leadership Group members/Welcome Committee will follow-up with new attendees after the meeting and thank them for participating and invite them to the next meeting.  Follow-up will occur by phone, social media, text or as indicated by new attendee.  
New Member Orientation
Completion of Orientation is a requirement for voting membership.  Members must complete attendance at 2 Community Partnership meetings and a New Member Orientation before they are eligible to vote.

Upon completion of Orientation, new members will clearly understand:

· First 5 LA history, role, funding structure as it relates to BSWA activities
· BSWA history (The journey) – including major accomplishments and activities
· BSWA Vision statement, goals and decision making structure
· Descriptions of Workgroups & Community Connections Groups– background, committees, how many, purpose of each, how they operate and collaborate and their relationship to the bigger picture
· What they can contribute as a new member, share their skills and interests and how much time they can commit.
· What BSWA can offer them
· BSWA expectations, including:
· Group agreements, including the expectation to be respectful and a good team member
· Their individual role in decision making, providing input and Partnership guidelines
· The difference between resident expectations and agency expectations, voting privileges, etc.
· All meetings are open to everyone regardless of the meeting title

New members will be prepared to:
· Provide input to support BSWA’s ongoing decision-making.
· Serve as ambassadors who seek opportunities to promote BSWA and share helpful information with their contacts (friends, family, etc.)
· Regularly attend meetings and events 
· Encourage others to participate.
New Member Orientations Frequency
At minimum, New Member Orientations are held quarterly on the 3rd Thursday of the month.  
New Member Orientation Meeting Times and Locations
Orientation meetings last one hour and meeting times and locations are to be determined based on participant feedback.
New Member Orientation Meeting Supports
Orientation participants will be provided:
· A beverage and snacks
· Written Orientation materials
· New Member giveaways
· Interpretation services (where needed and requested)
· Transportation support (where needed and requested)
BSWA Community Orientations
The Communications Workgroup offers BSWA Community Orientation presentations in the broader community and includes information such as:  a brief overview of First 5 LA and Best Start West Athens (History, vision, goals, major accomplishments and activities).  Participants will also learn how they can participate in BSWA activities.  Community Orientation presentations are conducted on an as needed basis.
Conflict of Interest Policy
A Conflict of Interest is defined as member’s participation in an action that is perceived or actually results in a member financially gaining personally, within their organization, or professionally.  Members are required to always act in the best interest of Best Start West Athens.  This means that each member must only seek the advancement of Best Start’s mission and BSWA’s vision in performing their duties.  The following agreements are in place to support this effort:

1. Disclosure:  Members must fully disclose the nature of the interest in a specific action.
2. Non-participation:  No member shall knowingly vote and participate in the selection or award of any action that holds a financial interest for:
a. The member
b. Any member of their immediate family
c. Their partner
d. An organization where they work or serve as a director
3. Board Action:  Only members with no conflicting interest in an action may vote, and approval can only be gained by majority vote of those eligible members.
4. Record of conflict:  Meeting notes will indicate disclosure, non-participation in final discussion and vote on the matter.  





 													
Member Name (Print)					Member Signature





 
													
Orientation Representative Name			Orientation Representative Signature
(Print)









Community Partnership
Resource Sharing, Project Development and Decision making body


Community Connection Groups
Neighbors Social Groups


Leadership Group
Overall Planning and Strategy


Communications Workgroup
External Relationships & Marketing 


Ad-Hoc/As-Needed  Committees


Neighborhood Action Councils
Resident Based Organizing


Learning By Doing Workgroup
Skill building and Learning Planning
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