[image: image1.png]



SHRM Policy and Procedures

Use of the Regional Team Conference Call Lines by State Councils

Purposes: To facilitate communications for SHRM State Councils, SHRM provides limited access to a toll-free conference call line under the following guidelines.

1. The primary use for this service is for full State Council Board meetings (for all attendees or just those unable to participate in person). 

2. The line may also be used if you have a statewide meeting of all of the Core Leadership Area (CLA) leaders from across the state (e.g The State Council Membership Director needs to contact all of the Membership Chairs in the Chapters from your state). Other CLA areas include HRCI Certification, Governmental Affairs, Workforce Readiness, Diversity, SHRM Foundation, College Relations, and any other CLAs as designated by SHRM). 

3. It is not for other committee or subcommittee use. 

4. At all times, the conference call line must be utilized for official SHRM business ONLY. 

5. The Field Services Director must be invited to participate on the call. The Regional Administrator should be included in the notice so s/he may reserve the line. 

Reservation Procedures: 

1. Reservations for calls by a State Council should be made in advance through the Regional Administrator.  Since there is a limited number of conference lines available for this purpose, requests will be handled on a first come, first served basis.  Reservations for the entire year are recommended. The Regional Administrator will provide a call-in number, participant passcode, and chair code for each approved request.  The Regional Administrator will also maintain a spreadsheet of the reserved times listing the local time of the call/the time zone of the Field Services Director as appropriate. 
*NOTE: Do not share the chair code with the attendees – it is for the chair purposes only.
2. Reservations for CLA calls are generally not planned on an annual basis. Your Regional Administrator will book these calls as they are needed. Please allow at least one week prior to your announcement of the requested call for the Regional Administrator to receive your email, consult the calendar and respond to you.

3. Do NOT assume that the number you used in the past is the one that will be assigned to you. Only the assigned number in a confirmation from your Regional Administrator should be provided to your Board. Please do not use any old numbers that you have from previous years as many have been reassigned or disabled.  Additionally, please do not share the Chair passcode with your attendees.  This information is needed to initiate the call, and is intended for the person facilitating the call ONLY.

Other Information: 

For those not familiar with the service, the line at this time does not have any other capabilities such as visual webcast or WebEx document management technology. It is a telephone conference line only.

While we are pleased to be able to offer this service to our state councils, it is very costly. We hope that you will be prudent in its use and disconnect during major breaks or when the meeting is over. For meetings of more than 3 hours, designate select call-in sections for those unable to be there in person as the line should not be used for full day or multiple-day meetings.

SHRM reserves the right to change this policy at any time, and appropriate notice will be provided.
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