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PFoD Vision Statement: We envision a City Sanctuary/Refuge, where we as laypeople can set aside our
worldly burdens within a community that nurtures virtue, contentment and calm, so wisdom can arise. We aim
to provide support for personal explorations into the Buddha's teachings, guidance in training our minds, and
direct contact with lineage of Ajahn Chah monastics. Finally we envision a community of mutual support
companionship as we strive to apply these teaching in our daily lives, and walk the eightfold path.

Portland Friends of the Dhamma
Board Meeting Minutes

May 24, 2017
At the home of Sakula & Alistair, Portland, OR
Directors Present: Greg Satir (Chair), Charla Chamberlain, Kristen Saxton, Sakula (Spiritual Director),
Stephanie Allderdice
Officers Present: Tena Hoke (Secretary), Alistair Williamson (Vice Chair), Bonnie Wilson (Treasurer)
The meeting convened at 6:35 following a silent meditation.
A quorum was declared, with 3 of 5 Directors present to start (Stephanie came in soon after, and Sakula
was present for the SD report, annual community meeting planning, and the discussion of operational
systems).
There was no new business, and the agenda was approved.
Minutes Approval. The minutes from the previous meeting held April 19, 2017 were approved with no
changes.
Action Item Review. All action items were completed, unless noted below.
 Action Item Greg: By May 31, by email, suggest a process for conducting an Annual Review, with
the intent of being able to make a decision on this at the June meeting. (This topic had been
scheduled for tonight, but there was no room on the agenda.)
 Action item Kristen - have the third electrical estimate by the June meeting. (The second bid
came in at $14,600, literally thousands above the first bid, hence the need for a third bid.)
 Action item Kristen: By the June meeting, have sent a draft to Sakula of an email that would go
out to the whole community to announce the Fred Meyer rewards program.
 Action Item Greg: In the Board agenda for July, include discussion of recommendation #2 from
the April meeting (about inviting community members to join us in the planning and/or
budgeting process this Fall).
 Action Item Greg: Include fundraising committee structure on the October meeting agenda so
that by the end of that meeting the structure can be finalized.
Spiritual Director’s Report. A small team of Chad, Sakula and Stephanie met to discuss ways to reduce
Sakula’s workload, especially with respect to communications. Chad & Stephanie wrote up a role
description for a communication assistant. It turns out Doug Faneuil has expertise in this area, and he
volunteered to take on the job for 3 months and work with Sakula to further organize the work. Sakula
will be out for 3 – 6 weeks due to a back injury, and won’t be able to help plan the children/family
portion of the community meeting.
Action Item Charla: Let Jessica know that Sakula will not be able to help Jessica plan the family portion of
the community meeting.
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Annual Community Meeting Planning. Charla reviewed the plan for the community brunch potluck.
Photos will be posted of Directors and Officers so that people will be able to identify them and ask
questions.
Operational Systems. Greg reviewed the work done to date on the goal of implementing a sustainable
operational system. Kristen reviewed the results of interviews done with six other organizations about
their staffing and leadership systems. In addition to what Greg & Kristen included in the written report
(see it in the agenda), key learnings were: the path is still not clear; the role of an ED (Executive Director)
or administrative assistant is common; we could do something quickly; the idea of freeing up Sakula
seems more doable; there is no single answer about how to manage volunteers; smaller affinity groups
lend organizations strength.
Some open issues identified are: do we have a structural problem or a job to be filled? Do we have a
supervision problem or an engagement problem with respect to volunteers? Is the concept of an
Operations Director or Executive Director a better fit for us? (The difference seems to be that an ED
defines and carries out work, whereas an OD has less goal-setting authority.) The following tasks were
identified as the next steps in this process, each of which should yield a half-page document (or no more
than one page), to be discussed at the next meeting:
Action Item Kristen and Charla: Write up a description of what it looks like when operations are smooth
and PFOD is running well.
Action Item Greg and Bonnie: Write up a role description for a Director of Operations / Head
Administrator-type position to assist Sakula.
Board Job Descriptions. Alistair & Tena presented the first draft of the Roles of Directors and Officers
document. The following changes were requested: Add more information about what it means to be a
Working Board and move that section into Governance. Explain that the role of President is required by
the State of Oregon. Explain why PFOD is a board led organization. Describe jobs colloquially rather than
using language from the bylaws.
Action item Alistair and Tena – Present a finished version of the Roles document at the June meeting for
Board approval.
Action item Tena – Write up a resolution to approve our change of banks.
Election of Directors and Officers. The following Director and Officers were confirmed by consensus for
the stated terms. Each candidate was invited to make a statement and answer questions, then stepped
out to allow for further discussion and voting.
 Kristen Saxton – 2-year term as Director (this will be her 2nd term; she has already served one
two-year term)
 Greg Satir – 1-year term as President and Board Chair
 Alistair Williamson – 1-year term as Board Vice Chair
 Bonnie Wilson – 1-year term as Treasurer
 Tena Hoke – 1-year term as Secretary
Communicating the Mortgage. (History: The Board was granted by the lender a forgiveness of interest
for one year in order to balance the 2017 budget. However, this meant that the Board did not meet its
goal of adhering to the original Memorandum of Understanding to buy our building. To prevent this
happening again, the Board wants to better communicate to the community about what our financial
needs will be in 2018.) Greg stepped out for this portion of the meeting. Bonnie presented a review of
the history and current status of our two building loans. A couple different ways of communicating this
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information to the community were discussed (email, announcements during meetings). There is
uncertainty about the proper way to share this information in light of our lineage and approach to dana;
guidance from Sakula is needed. It was agreed that it would be inspiring to share the story of how we
came to own our building.
Action Item Bonnie: Work with Sakula to determine the best way to communicate this information to
the community, and then make sure it gets communicated.
Calendar Review. Alistair reviewed the calendar, and noted that we are on track and no changes are
needed at this time.
Action Item Greg: Ensure that the Mid-Year Appeal gets written by Sakula and has been mailed by Greg
by June 28th.
The meeting was adjourned at 9:30.
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Making Operations Sustainable
I. INTRODUCTION - WHAT HAS THE BOARD DONE UP TO THIS POINT (June 2017)?
Two months ago, Sakula asked the Board to review the various roles she was responsible for and
determine a way to relieve her of operational and administrative duties. This would allow her to focus
on the spiritual and communications needs of the center. The Board had already set itself the task of
engaging the community in volunteering. Agreeing with Sakula’s wishes, the Board combined these
endeavors, deeming them a high priority, and clarified them as follows:
A. Scope
Define and staff a sustainable operational system for the purpose of:
1. Engaging volunteers more effectively to benefit the organization and be rewarding to
the volunteers
2. Allowing the Spiritual Director to focus on spiritual responsibilities
An initial system and staffing plan will be approved by fall 2017.
B. Shared Assumptions
 There are no shared assumptions regarding how many roles will be necessary to run the
Operational Systems
 There is a shared assumption that any new position will not be a paid position
 There is a shared assumption that, recognizing that we're novices, we will get a plan in place
that can help us over the next few years. After that we'll re-assess the situation.
As a first step, the Board asked Greg (and Chad and Kristen once they formed a Working Group) to
research other Buddhist centers and church organizations in an effort to determine how they manage
operations and administrative requirements and also how they developed and manage volunteer
structures. The goal in undertaking this research was to determine best practices, applying their lessons
learned to our center. Their findings were presented at the May meeting.
As a next step, the Board asked two groups to (1 – Charla & Kristen) Write up a description of what it
looks like when operations are smooth and PFoD is running well, and (2 –Bonnie & Greg) Write up a role
description for a Director of Operations / Head Administrator-type position. These are to be presented
at the June meeting.

II. VISION TEAM  OPERATIONS SUCCESS OUTLINE/DISCUSSION  JUNE 2017
Presented by Kristen & Charla
If we had a smoothly organized operations team, this is what we would see: (by Charla and
Kristen)
●

A full calendar of volunteers would be signed up at least one month in advance for Friday
nights, Sunday Sila, Monday evening classes and other PFoD events such as Pacific
Hermitage and other monastic visits.

●

Volunteers unable to fulfill their committed time slots would find their own replacements
from a list of backup volunteers and communicate this change to the operations
coordinator.

●

At each PFoD event, doors would be open, lights on, cushions arranged, the teacher has
water provided, sound system is on/functioning/monitored, tea/coffee is started for post
meditation gathering

●

Folks entering PFoD are welcomed by greeters, questions answered or folks are directed
to board member or others who can answer the questions.

●

At the end of the event, cushions/chairs are rearranged as needed for next group, lights
turned off, doors and windows closed and locked, dana counted/properly managed.

●

Building is kept clean and any maintenance needs reported to Building Committee

●

Hosting biannual (or quarterly) open house session for new people to plug into a
volunteer group.
Making sure the monastic supplies are stocked

●
●
●

Ongoing training for supporting monastic visits, including meal service etiquette and tea
time/trays.
Organizing and kitchen training for community meal offerings

●

Maintained and updated kitchen dana list

●

System for ongoing support for each operations team

●

Functional system for ongoing feedback between all operational teams, community, Board
and Operations Manager.

●

Accurate and current flyers and posters of community announcements

●

Reliable & Accountable Point of contact for distributing community information.

III. JOB DESCRIPTION TEAM  HEAD OF OPERATIONS  JUNE 2017
Presented by Greg & Bonnie

Step 1: How we thought about the job description
In February, Sakula communicated a sense of urgency to the Board about taking things off of her
plate. For the job description below, we started with the responsibilities of her “Executive Director”
role (annotated with our comments in red):
1. Builds relationships with members within the community to help facilitate the
business of the community
2. Works in tandem with the Spiritual Director
3. Works with the Board of Directors to implement their policies, decisions,
fundraising goals, and overall strategic plans and purpose
4. Works with the finance committee to oversee the budget
5. Increases the overall visibility of PFoD's programs and purpose at home & abroad
6. Oversees the operations/management of the facility
7. Establishes and maintains a volunteer structure and chairs the Operations Team
We focused on operations as the main task, but included the possibility of the job expanding.

Step 2: The job description
The Head of Operations is a volunteer role that will:
● Be accountable to the Board
● Maintain active, strong communication with the Spiritual Director to learn how to operate
within our lineage
You will supervise the volunteers responsible for operations, that is (from April 2014 meeting):
● Maintaining a clean and suitable place of practice
● Ensuring building security, access to events with an appropriate atmosphere and
coordinating eventsoffering tea, meal set up, setting up audio system, etc.
● No longer included: Managing communication within and outside the community
You will develop roles and systems that:
● Make volunteering effective and rewarding
● Aid the organization as it learns how to recruit volunteers
● Promote safety and security for all who use the building
● Accord with our lineage’s focus on harmony, generosity, ethical behavior, and compassion
You will flesh out (in collaboration with the Spiritual Director and the Board) the remaining
needs/roles/systems needed to free up the Spiritual Director to focus on spiritual responsibilities.
Some of these may become part of operations, others will not.
We ask for a minimum sixmonth commitment.
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