DELEGATE TRAINING

Ready to serve
with confidence

For Every ACA Conference

Annual Business Conference ¢ Conference Business Meetings

Prepare e Participate ¢ Connect




OPENING

ACA Serenity Prayer

Grant me the serenity,

to accept the people | cannot change,
the courage to change the one | can,
and the wisdom to know that one is me.

We begin grounded in our shared purpose.



______________________________________________________________________________________________________________________________________________
ORIENTATION

Today’s learning path

Prepare Participate Navigate Connect

Portal, email, Zoom norms, Agenda, motions Technology, safety
deadlines and raised hands and and parliamentary and help pathways
materials chat support

Questions and short practice are built into the session.



______________________________________________________________________________________________________________________________________________
PREPARATION

Four things to do before the Conference

Register by the published deadline Use the Conference Portal

Register by the deadline announced for each Review the agenda, Delegate Handbook,
Conference. reports and supporting materials.

Watch your email Test your technology

Meeting access, voting instructions and final Confirm Zoom, display name, audio and voting

updates will arrive privately. access before conference day.



PREPARATION

The final week moves quickly

TRAINING PREPARE
Delegate Review
Training Materials
Attend + Agenda +

final review reports

REGISTER

Registration
Closes

Published
deadline

REHEARSE

Tech
Rehearsal

Test Zoom +
process

FINAL

Access
Details

Open final
email

EVENT DAY

Conference

&

Join early +
ready

Follow the schedule in your current Conference email and portal; details may vary by meeting.




______________________________________________________________________________________________________________________________________________
ZOOM READINESS

Your Zoom name identifies your group

GROUP NUMBER FIRST NAME + LAST INITIAL LOCATION (OPTIONAL)

WEBO0120 JimR New York

Activity: rename yourself now. Avoid brackets, commas and extra symbols.



CONFERENCE PRACTICE

Participate respectfully and in order

How we communicate How we share space

e Stay muted until called on e Video is optional

e Use Raise Hand to enter the queue e Limit distracting movement or reactions
e Keep chat focused on meeting business e Wait for the chair before speaking

The chair recognizes speakers so all voices have a fair opportunity to be heard.



______________________________________________________________________________________________________________________________________________
GETTING ASSISTANCE

Choose the right help pathway

Point of Order (POO) Point of Information (POI)

A possible process or procedure violation. Where to find meeting information.
Technical Help Point of Safety (POS)

Zoom, voting, audio or connection help. Unsafe conduct or conditions.

Use the designated chat recipient announced by the host at the start of the meeting.



TECHNOLOGY

A quick technology check prevents delays

Update Zoom and restart your device

Confirm microphone, speakers and stable internet

When your voting-access email arrives, open the link and complete the practice vote.
Keep the Conference Portal and agenda available

Join early if you need technical assistance

ITmanager@acawso.org



______________________________________________________________________________________________________________________________________________
SAFETY & RESPECT

Safety supports group conscience

PAUSE RETURN
Ask for a Point of Use a meditation or Come back to the
Safety quiet issue
when needed. moment to reset. with personal

respect.

We can disagree about the business while honoring one another.



CONFERENCE PROCESS

The chair leads; parliamentarian advises

Chair Parliamentarian Delegates

Recognizes speakers, Offers procedural guidance Listen, deliberate, ask
states questions and to the chair and qguestions and vote their
guides the assembly. Conference. informed conscience.

Procedural questions are welcome—use the designated process channel.



AGENDA NAVIGATION

The online agenda is your meeting map

Find the current item Open supporting material

Follow the highlighted agenda section. Use links without leaving the meeting
conversation.

Track the motion Record your decision

Listen for the exact wording stated by the chair. Use the announced voting method and wait for
confirmation.



PRACTICE

What would you do?

You cannot open the voting link.
You believe procedure was skipped.

You need to find the current motion.

Raise your hand or place your answer in chat.



RESOURCES

Keep delegate resources within reach

I 2026—2027 Delegate Slack Committee conversation and delegate support
#2026-27 delegate_information Announcements and current delegate
information
I ElectionBuddy instructional video Practice opening and using the voting platform
I Parliamentary Procedure Audio Review the AM parliamentary procedure session

Select any underlined title to open the resource.


https://acawso.slack.com/archives/C0APWANLXMJ
https://acawso.slack.com/archives/C0AQM0WG9KJ
https://go.screenpal.com/watch/c3i3VwVZjOz
https://adultchildren.org/wp-content/uploads/2025/05/Parlimentary-AM-Session.mp3

NEXT STEPS

You are ready to serve

Before Conference day:

Register as a delegate or alternate by the published deadline

Review the portal and final delegate emails

When your voting-access email arrives, open the link and complete
the practice test.
Bring your questions—and your informed conscience

SEE YOU AT THE
CONFERENCE

ABC OR CBM
See your final email for
access details



