Welcome to PEA!

You have been invited to become a member of the Peninsula Executives Association (PEA) because we
believe your membership will be an asset to the organization. The PEA Bylaws state the aims and objectives
of this organization very clearly. Please read them to be familiar with the following objectives:

1. To provide for the promotion of the products and services marketed by its members.

2. To create and encourage contacts and cooperative business methods which increase the efficiency and
profitability of the business of its members.

3. To maintain a method of collecting, recording, and exchanging business and business information
between Association members.

4. To sponsor activities which promote the success of the Association and its members.

The Basics

Weekly Business Meetings

1. We meet every Thursday throughout the year, except for 6-8 meetings annually being holiday weeks
when PEA will not meet. Onsite meetings begin at 7:10 am sharp. Arrive early to get your meal and be
seated when the meeting begins. Virtual Zoom meetings begin at 6:45 am with an “open mic” format of
networking among members, and the official start of the online meeting being at 7:15 am.

2. Show respect by listening to the member speaking. Side conversations at the tables or doing email during
online business meetings is distracting and inconsiderate.

3. Have your business cards with you at your first onsite meeting, so the Executive Director can stock the
business card boxes. Members have the business card boxes available to them each week for self-service.
For virtual meetings, feel free to use the chat box to share information with other members—discretely,
though! This is great way to keep up that networking component, while at a virtual meeting.

4. There are "lead pads" on the tables at the onsite meetings. The same information can also be entered
online using the “Give a Lead” function on each member’s directory page. Report when you:

a. Buy use the services of or request a bid from a PEA member (a direct lead).

b. Refer afriend, relative or business acquaintance to a PEA member (a referral lead) and want to
provide additional information about the lead.

c. Have other information you would like to communicate to a member and want to pass the lead in
writing.

You may also use the Express Leads Sheet to record leads, but do not record the same lead on both a lead
pad and on the Express Lead Sheet.
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There is online access to the Express Leads Sheet for download and printing to complete and send to the
office.

The Express Leads Sheet is especially for reporting leads where there is no explanation or additional
information you want to give the other member, for instance if you post on NextDoor, or you shared the
interaction as a Success Story at a meeting, so the member knows about the lead already.

There are online forms that can be completed to accomplish the same thing as the written Express Leads
Sheet, following these links:

ONGOING LEADS: https://peaworks.wufoo.com/forms/pea-ongoing-leads-given/
DIRECT LEADS: https://peaworks.wufoo.com/forms/pea-direct-leads-given
REFERRAL LEADS: https://peaworks.wufoo.com/forms/pea-referral-leads-given
INTERNET LEADS: https://peaworks.wufoo.com/forms/pea-internet-leads-given

o O O O

d. During the break (onsite meetings only) is when the "leads exchange" takes place (a 10-minute free
time from 7:55 to 8:05 am). It is your responsibility to give the white portion of the lead form to the
member receiving the lead. The yellow portion is to be put in the baskets on the tables or given to the
executive director. If the member to whom you have written the lead is not at PEA, put the white portion
in the Lead box for pick up the following week by that member.

e. With online/Zoom meetings, exchange your leads by typing them into the chat box—share privately
with the office or publicly to everyone. The office will automatically count these leads each week in the
tallies.

5. Read your newsletters weekly! This is where you find out all the news of PEA!! There are also
communications from the Board of Directors, the PEA President, and the Chair of the Committee on which
you will serve.

Getting Started

To make yourself and your business known to the rest of the membership and help PEA work for you, you
will be asked to do the following things:

1. A new member orientation will be held shortly after you join PEA, which will be completed by your PEA
Mentor.

2. You will have an opportunity to be a Greeter at an onsite or an online meeting.

Each week, a PEA member greets the other members as they arrive for the meetings. For onsite meetings,
this is an excellent opportunity to market your business by handing out business cards, pencils, pads of
paper, a brochure or any other item that will keep your name in the minds of your fellow members. For
online meetings, facilitate a game or activity, bingo, or other way of introducing members to your business
in a fun way. Follow it up with a colorful email or announcement of who won a game prize, etc. Greeters
are expected to arrive at the meeting and be ready to go no later than 6:45-6:50 am, for both onsite and
online meetings.
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3. You will also be assigned to lead the Leads and Introductions portion of an onsite meeting. This is the
portion of the meeting in which each member takes the microphone for a few seconds to answer a topic
guestion. The Leads and Introductions host poses the question and passes the microphone from table to
table. You may sometimes need to remind people of the time remaining in order for the meeting to end
promptly at 8:30 am. During online meetings, the PEA President manages the Leads and Introductions
portion of the meetings.

4. It is a condition of membership that each member gives one Classification and one Spotlight talk in front
of the group every 18-months or so. A Spotlight Talk is a 5-10-minute summary of your business. A
Classification Talk is a 20—25-minute in-depth discussion. You will schedule your Classification talk with the
executive director within the first 12-18 months of membership. You will be assigned a date to give a
Spotlight Talk by the executive director. If you find you cannot give your Spotlight talk on the assigned date,
it is your responsibility to switch dates with another member on the schedule. These assignments should be
completed within the first 6-months of membership. Please call the executive director if you need more
information.

The individual giving the Classification Talk should consider hosting an Open House for the general
membership sometime the week of their talk. Several times a year a co-op Open House may be coordinated
by several members on one night. This accommodates those members who work out of their homes or do
not otherwise have facilities that are suitable for an Open House. Talk to other members or to the executive
director to participate in a co-op Open House or to host one at your business.

During 2020 and beyond with Shelter In Place Orders in effect, open houses have taken on a variety of
formats—they can be online cocktail parties, facility tours while walking around with an iPad or iPhone
camera, game nights—be creative and make it FUN and MEMORABLE. Remember, we want to get to know
you, so help us remember important things about you and your business.

5. All members are expected to attend the Open Houses sponsored by their fellow PEA members whenever
possible. Open Houses provide an opportunity to see firsthand and further understand the business
showcased.

6. Every member has an obligation to serve on a Committee. Committee service is a condition of PEA
membership and provides another vehicle for getting to know people and contributing to the organization.
The PEA Board of Directors will assign you to your committee. Committee meetings are held several times a
year during the breakfast meetings and Committees are also encouraged to hold additional meetings as
needed throughout the year. We also encourage you to serve on more than one Committee. The
Committee structure is the foundation of PEA and ensures our organization is member led and directed.

7. Don't hesitate to ask members to visit your business! An informal walk through your facility can take a
few minutes and help members appreciate your business...remember, both of you count these as direct
leads, too!

8. Take a moment and stop by to visit the businesses of other members. It's another way to know and be
known! Ask your mentor to introduce you to other members.

9. Read the contents of this packet carefully. Ask questions! Your Mentor, the executive director, or any
Board Member will be glad to answer your questions!
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Building PEA Relationships

1. Be patient but persistent; it takes time to build relationships that will reward you with leads. Most
members find that it takes at least a year before they consistently receive many leads.

2. Arrive early at every weekly meeting. Attendance of at least 75% of business meetings per quarter is
required. If you are unable to attend a meeting, you must email the executive director for an excused
absence. Four consecutive unexcused absences can be grounds for dismissal from PEA.

3. Seek out new people and converse with them.

4. Volunteer for and accept assignments willingly.

5. Participate in outside activities; bring a guest to special events.

6. Look for prospective members whose business is not in conflict with another member.

7. Call or email the executive director if you plan on bringing a guest to a weekly meeting at least by the
Tuesday before the meeting, as reservations need to be made for onsite meetings. After the meeting, you

will be billed for the cost of your guest’s meal.

8. Do not hesitate to approach another member and ask for an opportunity to quote and bid on that
member's needs for merchandise or service.

9. Be visible, be vocal. Stand up in front of the group as often as possible.

10. In all discussions and talks, stay within your classification. If you offer services that may conflict with
services offered by another member, ask that person how you can avoid violating their classification.

11. Avoid any political and charitable announcements or solicitations, no requests for participation or
donations to nonprofits you work with or volunteer for.

12. Do not be reluctant to ask for leads, contacts or assistance. Be specific about what kind of leads you
want and what type of people you want to meet.

14. Familiarize your company staff, family, and friends with the roster and have them share leads with you.

15. Do not assume other members know when your product or services change...let them know what is
happening.

16. Learn all you can about the businesses of other members and look for leads that will benefit them.
17. Use PEA members as resources for your own clients and customers.
18. Know who your Board members are.
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19. When you are unable to attend a weekly meeting due to illness, vacation, or some other calendar
conflict, email the executive director for an excused absence as soon as you know. Find an associate
member now at your business so that this person is able to fill in for you in case of an absence. Strive for
100% attendance at PEA weekly business meetings.

Proposing a New Member

As you familiarize yourself with the roster and get to know PEA members, you will see that there are many
business types or Classifications that are not represented. You may propose a new member by following
the steps below:

1. Talk to the business owner about PEA, telling them the purpose of the organization, the structure of the
meetings, attendance commitments, dues, and why you think they should join. If they express an interest in
knowing more about PEA, tell them you will sponsor them and fill out an application form. Applications are
posted in the “Members Home” area of the PEA web site (www.executives.org). If you are unsure whether
there might be a conflict with an existing member, call the existing member and talk to them about who
you want to propose before going further.

2. Fill out the Proposed Member Information Form completely. A proposed member needs to have been in
business for 1-year. If the 1-year criterion has not been met, attach an explanation to the application
describing the industry background on the applicant. Submit the application to the executive director.

3. The Membership Committee will be advised of receipt of the information form by the executive director.
The proposed member's name and classification will be posted in the newsletter and announced verbally at
weekly meetings for two consecutive weeks. Any objections by a member in good standing of the proposed
new member must be voiced during this 2-week period in writing to the executive director or the Board of
Directors. If there are no objections, the proposed member will then join us for two business meetings as a
non-paying guest and an interview will be scheduled by a member of the Membership Committee. The
Membership Committee will then provide the Board of Directors a recommendation regarding membership
and a vote will be taken by the Board at the next regularly scheduled Board meeting. Sometimes a potential
member will ask to come to a meeting before officially applying for membership. In situations like this, just
email the executive director to include your guest.

Harassment & Sexual Harassment

It should be the intent of every business entity, whether for-profit or not-for-profit, governmental,
educational, manufacturer or service provider, to provide an atmosphere that is free of harassment,
intimidation, or coercion in any form. This includes harassment that is based on race, color, creed, religion,
gender, sexual preference, national origin, ancestry, age, physical or mental disability or veteran status.

In addition, Federal and State laws prohibit all forms of sexual harassment. Specifically, laws prohibit verbal,
physical or visual sexual harassment. Any sexually inappropriate conduct that has the purpose or effect of
interfering with an individual's work performance or of creating an intimidating, hostile or offensive work
environment is prohibited. What does this mean?
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As an employer, you must (1) know what constitutes sexual harassment, (2) educate your managers and
employees concerning company policy and the law regarding sexual harassment, and (3) take seriously and
investigate thoroughly any allegations of sexual harassment. You have as great an obligation to protect your
employees from co-worker harassment, as you must protect them from harassment from customers,
vendors, clients, or anyone who does business with your organization.

If you are an employee, you have a duty to (1) understand what constitutes sexual harassment and (2)
refrain from workplace behavior that others find offensive. You must be conscious of your conduct and
comments not only with co-workers, but also with customers, vendors, suppliers, or anyone to whom you
represent your employer. What are some of the ways that sexual harassment occurs?

¢ Verbal Harassment: epithets, derogatory jokes or comments, sexual slurs

¢ Visual Harassment: derogatory posters, photos, cartoons, drawings, faxes, gestures

¢ Unwelcome Sexual Advances (Even advances that once were welcomed can become unwelcome and
must then stop.)

¢ Abusive Working Environment: conduct that, in the eyes of the individual, is so persistent or severe
that it alters the conditions of employment

¢ Quid Pro Quo Harassment: threats or demands to submit to sexual requests as a condition of
employment or to avoid some other loss; an offer of employment benefits in return for sexual favors

Several points are important to note when discussing sexual harassment:

1. Offense is determined in the eyes of the beholder or receiver, not necessarily in the intent of the
individual who initiates offensive comments or actions. Since most of us have a hard time really knowing
what is in someone else's mind, the most practical course is to respect others by avoiding comments or
behaviors that could be perceived as offensive.

2. No organization can afford to ignore sexual harassment. It erodes the professional environment,
generates embarrassing publicity, tarnishes a hard-won professional image, and has the potential to be
very costly in terms of litigation, trials, settlements, actual and punitive damages.

3. Sexual harassment lawsuits name organizations and specific individuals. In most cases, employees who
are found to have committed unlawful acts (such as sexual harassment) are not indemnified by their
companies.

Some people believe erroneously that the laws on sexual harassment apply only to big companies, are likely
to go away if Affirmative Action is substantially revised, or do not apply in the context of a social setting. In
fact, sexual harassment laws apply to every employer or company, no matter how small. Laws prohibiting
sexual harassment and providing remedies for individuals who have credible claims of sexual harassment
are not connected at all to Affirmative Action legislation. And whether you represent your employer (or
your company) in business, social or educational settings, your responsibilities to treat others with respect
and dignity remain the same.

Harassment & Sexual Harassment has been prepared as a professional courtesy for PEA Members by Roger Bolgard (Jackson, Bolgard,
Mittlesteadst, et al) and Maureen Clark (Three Sixty HR).
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Board of Directors & Office Staff
2022-2023

NAME TITLE COMPANY PHONE EMAIL
Judy Johnson President Unexpected Treasures 650-637-8891 Judy@UnexpectedTreasures.net
Immediate Past
Maureen Clark President Three Sixty HR 650-328-1165 maureen@threesixtyhr.com
650-952-1110,

Bobbie Fakkema Vice President Events, Etc... ext. 275 bfakkema@eventsetc.com
Keller Williams

John King Vice President Residential Real Estate 650-483-2710 johnwadeking@gmail.com

Adam Pyle Secretary/Treasurer | First Republic Bank 650-470-8846 apyle@firstrepublic.com
Benyammi Family

Fella Benyammi Director Dentistry 650-254-1596 fbenyammi@sbcglobal.net

Konrad Thaler Director Smilin Dogs 650-592-3997 konrad@smilindogs.com

Angi Roberts Executive Director PEA 408-266-9658 peaworks@executives.org
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