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Guide to Effective Meetings
Version [insert version number]
[insert date created / updated]


Preface
[Insert federation/association/club name] is committed to providing a safe, fair and inclusive environment for all of its members and participants engaging in [Insert federation/association/club name] activities. 
We greatly value the importance of sport and the positive impact it has on participants and the community in general. It is a fundamental right of our members to be treated with respect and dignity, and to be safe and protected from discrimination, harassment and abuse while engaging in activities associated with our sport, including meetings and decision making. 
The Guide to Effect Meetings (“Guide”) aims to ensure that all people engaging in [Insert federation/association/club name] meetings, understand the format to be followed and are empowered to actively contribute for the benefit of the organisation, its affiliates and members. 
I wish all our members the best in their sporting pursuits. 
[Insert Federation/Association/Club President/Chairman name here]
President
Review history of [insert name of Federation/Association/Club] Guide to Effective Meetings
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1. Introduction

The [Insert federation/association/club name] is dedicated to delivering a safe [insert sport name here] environment by adhering to organisation policy and the organisation’s commitment to [insert core values/principles/mission statement here].
2. Purpose of this guide

This Guide to Effective Meetings (“guide”) aims to assist [insert name of Federation/Association/Club] (“our”, “us” or “we”) to uphold its core values and create a safe, fair and inclusive environment for everyone associated with our sport.  This guide has been developed to inform our community on the format to be followed during meetings. The guide is designed to ensure participants are empowered to actively contribute for the benefit of the organisation, its affiliates and members in a professional systemic process.

The current guide and its attachments can be obtained from our website at:
[insert website address].
3. Who is bound by this guide and the procedures it refers to

All though this guide is not a binding document it sets out the standards and professionalism of which [insert name of Federation/Association/Club] chooses to conduct business within the meeting environment. As such, it is expected that all participants involved in the organizational meeting process follow this guide, including:

· as many persons as possible who are involved with the activities of [insert name of Federation/Association/Club], whether they are in a paid or unpaid/voluntary capacity;
· persons appointed or elected to the elect boards, committees and sub-committees
· employees of [insert name of Federation/Association/Club];
· members of the [insert name of Federation/Association/Club] Executive;
· support personnel, including managers, physiotherapists, psychologists, masseurs, sport trainers and others;
· coaches and assistant coaches;
· athletes;
· referees, umpires and other officials; 
· members, including life members of [insert name of Federation/Association/Club];
· athletes, coaches, officials and other personnel participating in events and activities, including camps and training sessions, held or sanctioned by [insert name of Federation/Association/Club]; and	
· any other person involved in organisational activities, including all spectators.



4. Scope

Meetings are essential for open and transparent discussion, decision making and reporting within a Committee and/or sporting organisation. Conducting a successful meeting can be difficult, this guide is designed to provide a template for effectively running a meeting for those in attendance time to be maximized effectively.
5. Meeting frequency

General meetings should be held monthly to meet the ongoing challenges faced within a changing sporting environment. It is equally important to meet regularly so that;
· Committee members are regularly brought together to focus on their roles and responsibilities, identify problems and plan for the future.
· Members are encouraged and motivated.
· Ideas are shared and discussed and then discarded, improved or implemented.
· Tasks are allocated and reported on.
· Regular updates about relevant issues are provided.
· Members can get to know each other, professionally and personally.

Annual General Meetings (AGM) should be held at least every 12 months, or as per the organization’s constitutional requirements. An AGM should immediately follow the conclusion of the organization’s financial reporting year to allow financial statements for that year to be reported to members.

Special General Meeting (SGM) / Extraordinary General Meeting (EGM) is a meeting held at short notice required to address a particular matter of organizational business. Notice for an SGM/EGM needs to be in accordance with [insert name of Federation/Association/Club] constitutional requirements.

[insert name of Federation/Association/Club] must provide as much notice as possible to its member base on upcoming meetings. Providing ample time to gain member feedback for meeting planning and agenda items.
6. Preparation

One week before the meeting the [insert name of Federation/Association/Club] Chair/Secretary should send the meeting agenda (see attachment documentation for agenda templates) to members, as well as the minutes of the previous meeting. In the same communication as the agenda members should be asked to advise of the following:

· Any additional topics they need added to the agenda, including supporting documentation
· To advise of their availability to attend, allowing on the official meeting minutes of any ‘apologies’
· An apology advises the committee attendees as a whole that an absentee was aware of the meeting but was unable to attend, and did not forget to attend or ignore the correspondence.
· If the meeting is an SGM/EGM be sure to clearly clarify the primary purpose of the meeting in all correspondence. 

The agenda correspondence should also request a volunteer to take minutes during the meeting for presentation to the secretary at its conclusion.

After any edits have been made the agenda should be resent to the member base for it to have time to read, understand and prepare for the meeting conversation.
7. The Meeting

Start on time

The Chair must ensure the meeting starts on time according to the advertised timings, regardless of how many members are in attendance. Meetings that do not abide by their schedule may frustrate the member base and set a precedence of untimely behavior.

Motions, Resolution and Amendments

A "motion" is a proposal for action. "Moving" a motion merely means putting the proposal forward
to be voted on. Sometimes motions are amended or reworded before being put to the vote.

A motion is needed whenever the committee is:
· deciding to spend significant money in a particular way
· adopting a policy about the way it will deal with a topic or issue
· making a decision of a lasting nature

The motion must be proposed and seconded and then discussed by the committee. A vote is carried
out to decide if the motion is accepted or defeated. If the motion is approved by the Board, it is referred to as a "resolution" (i.e. the Board's decision), which can be legally binding.
Introduction

Commence with the opening topics of the agenda including acknowledging the members present, any apologies and opening prayer. This process should be on point and not allow for group discussion, except for members advising of known apologies.

Quorum

Before proceeding confirm the representation of enough members to legally meet the minimum requirements for a quorum as per the [insert name of Federation/Association/Club] constitution.

If it does not meet the requirements reschedule the meeting as per the [insert name of Federation/Association/Club] constitution and close the meeting until that time (see closing a meeting).

Declaration of Interest

Request any member who may have an actual or perceived conflict of interest on any of the agenda items to come forth and disclose the conflict to the quorum. If any conflict of interest is noted follow the [insert name of Federation/Association/Club] conflict of interest policy.

Organizational business

The first task in any meeting is to monitor the progress of [insert name of Federation/Association/Club] business. Reviewing and updating the action items from the previous meeting, accepting new members and providing an update on operational and financial matters should be the focus of the standard business aspect of the meeting.

General Business

General business is where any new items are brought to the attention of the quorum, each individual raising a new item of general business must present the item and any supporting documentation to the quorum. The quorum will then discuss each item in turn to reach a common decision and/or action point. Do not leave topics without a clear decision or course of action.

Meeting Close

Set a time and date for the next meeting, if possible also set the location where it will be held. This will ensure that the member base is aware of the meeting well in advance.

The Chair will close the meeting, which may include closing prayer, and thank all in attendance for their participation.

Post Meeting

[bookmark: _heading=h.ryfndgvsfp2r]As near to the conclusion of the meeting as possible the Secretary should transfer the meeting minutes onto the official template (see attachment documentation) and disseminate it to the [insert name of Federation/Association/Club] member base. Even though the documentation is sent prior to each meeting with the agenda it is important to also send it as soon as it is available for the [insert name of Federation/Association/Club]’s member base to review.


8. Meeting ground rules

· Meetings to commence and finish on time (2 hours maximum)
· Members to do the necessary preparation before the meeting e.g. read Minutes
· When issues are raised, the Committee will focus on the solution
· Committee members focus on the issues not individuals
· Committee members to always treat each other with respect
· All mobile communication devices turned off or on silent, including turning off vibration
· Everyone is to be listened to, regardless of whether members agree
· Listening does not signal agreement
· Committee members to value that there are different perspectives in an organisation
· One person to speak at a time
· When discussion becomes repetitive, the President/Chair can move it along without anyone feeling offended
· The Committee will refer to the rules and the Constitution for guidance
· The Committee seeks progress not perfection
9. Attachments

Attachment 1: Dictionary of Terms
Attachment 2: Notice of Annual General Meeting Template
Attachment 3: Annual General Meeting Agenda Template
Attachment 4: Annual General Meeting Minutes Template
Attachment 5: General Meeting Agenda Template
Attachment 6: General Meeting Minutes Template



Attachment 1: Dictionary of Terms

The Agenda

The Agenda is the list of things that will be discussed during the meeting. It is usually sent to members well in advance of the meeting to ensure everyone has a chance to read and digest it before the meeting starts.

The Minutes

The Minutes are the official record of the actions and decisions of the committee. They are taken every
meeting and approved the next time the committee meets.

Quorum

The word "quorum" refers to the minimum number of committee members who have to present for the
committee to legally transact business as per the organisation constitution.

Motions and Resolutions

A "motion" is a proposal for action. "Moving" a motion merely means putting the proposal forward
to be voted on. Sometimes motions are amended or reworded before being put to the vote.

The Role of the Chair

Board meetings cannot take place without a Chair. The role of the Chair is to ensure the
meeting is conducted efficiently and that meeting rules are adhered to. The Chair should facilitate
discussions, keep members on track and the meeting on time. When a topic has been fully
discussed, the Chair will often summarise the points and put the motion to the committee for a decision
or vote. The Chair must also remain as neutral as possible on all subjects brought to the attention of the quorum.

Annual General Meeting (AGM)

The AGM is a meeting for all club/association members and is normally held every 12 months. The
aim of the meeting is to report on the activities of the club during that period and to elect office
bearers for the forthcoming 12 months, or period as stated in the organisation constitution.

Elections

The term of committee members is defined in the committee constitution. The election process is
usually tied into the AGM process where committee members step down from their positions and
there is a call for nominations. 

Special/Extraordinary meetings

The purpose of a special/extraordinary meeting other than the AGM is to address a pressing issue, which requires committee action prior to the next scheduled meeting.



Attachment 2: Notice of Annual General Meeting Template

Note: notice should also be advertised via electronic media, local newspaper and any other forum as agreed by the committee.

[Name]
[Address]

[Date]

Notice of the annual general meeting of [insert name of Federation/Association/Club]

Dear member,
This is to advise you of the upcoming annual general meeting of the members of [insert name of Federation/Association/Club]. The details of this meeting are as follows: 


	Date:
	

	Time:
	

	Place:
	



Attached are:
· the agenda for this meeting 
· the minutes of the last annual general meeting.
At the meeting, members will have the opportunity to: 
· find out about [insert name of Federation/Association/Club]’s operations and finances
· ask questions about the operations and finances of [insert name of Federation/Association/Club]
· speak about any items on the agenda
· vote on any resolutions proposed.
At the meeting, members will be asked to vote to:
· accept the minutes of the last annual general meeting 
· accept the annual report
· accept the auditor’s report
· accept the annual financial statements
· appoint and pay an auditor.
· elect directors. 
The following special resolution/s will be proposed at the annual general meeting:
· [Special resolution/s]
· [Special resolution/s]
· [Special resolution/s]
Regards,

[Name]
[Position]



Attachment 3: Annual General Meeting Agenda Template

[insert name of Federation/Association/Club]
Annual General Meeting
Agenda

	Date:
	

	Time:
	

	Place:
	



	Item
	Description
	Responsible

	1
	Welcome and introductions
	President/
Chairperson

	2
	Apologies 
	Secretary

	3
	Review of actions from previous annual general meeting 
	President/
Chairperson

	4
	Acceptance of minutes of previous annual general meeting
	President/
Chairperson

	5
	President/Chairperson’s report
	President/
Chairperson

	6
	Treasurer’s report
	Treasurer

	7
	Questions to executive committee 
	President/
Chairperson

	8
	Proposed resolutions

	President/
Chairperson

	
	Proposed resolution
	Moved by
	

	
	
	
	

	
	
	
	

	9
	Acceptance of financial statements
	Treasurer

	10
	Acceptance of annual report
	President/
Chairperson

	11
	Appointment of and questions to the auditor 
	Treasurer 

	12
	Election of executive committee 
	Returning officer

	13
	Meeting close
	President/
Chairperson
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Attachment 4: Annual General Meeting Minutes Template

[insert name of Federation/Association/Club]
Annual General Meeting
Minutes
	Date:
	

	Time:
	

	Place:
	



	Attendees:
	

	Apologies:
	



	Item
	Description

	1
	Welcome and introductions

	2
	Apologies 

	3
	Review of actions from previous annual general meeting 

	4
	Acceptance of minutes of previous annual general meeting

Proposed resolution: That the minutes of the [reporting period] annual general meeting be accepted. 


	
	Moved:
	
	Seconded:
	

	
	Passed/Not passed

	5
	President/Chairperson’s report

	6
	Treasurer’s report

	7
	Questions to committee 

	8
	Proposed resolutions

	
	Proposed  resolution
	Moved by
	Passed

	
	
	
	

	
	

	
	

	9
	Acceptance of financial statements

Proposed resolution: That the financial statements tabled at the annual general meeting be accepted. 

	
	Moved:
	
	Seconded:
	

	
	Passed/Not passed 

	10
	Acceptance of annual report

Proposed resolution: That the annual report tabled at the annual general meeting be accepted. 

	
	Moved:
	
	Seconded:
	

	
	Passed/Not passed

	11
	Appointment of an auditor 

Proposed resolution: That [auditor name] be appointed as [insert name of Federation/Association/Club]’s auditor for the next reporting period. 



	
	Moved:
	
	Seconded:
	

	
	Passed/Not passed

	12
	Results of the general election: 

	
	Appointed to the executive committee:
	
	Removed from the executive committee: 
	

	13
	Meeting close



	Minute taker:
	



	Signed:
	

	Name:
	

	Date:
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Attachment 5: General Meeting Agenda Template

[insert name of Federation/Association/Club]
[Committee/board] meeting
Agenda

	Date:
	

	Time:
	

	Place:
	



	Item
	Description
	Responsible
	Time

	1
	Present and apologies 
	Secretary
	[Minutes]

	2
	Declaration of interests
· Disclose any conflicts of interest relevant to the agenda
	President/
Chairperson
	
[Minutes]

	3
	Review of actions from previous meeting 
· Report on progress on resolutions and actions 
	President/
Chairperson
	
[Minutes]

	4
	Acceptance of minutes of previous [committee/board] meeting
	President/
Chairperson
	
[Minutes]

	5
	Acceptance of new members
	President/
Chairperson
	
[Minutes]

	6
	Operational report
	General manager/other
	
[Minutes]

	7
	Finance report
	Treasurer
	
[Minutes]

	8
	General business 
·  Discuss any items that are not on the agenda
	All 
	
[Minutes]

	9
	Next meeting
· Time, date and place for next meeting
	President/
Chairperson
	
[Minutes]

	10
	Meeting close
	President/
Chairperson
	
[Minutes]




Attachment 6: General Meeting Minutes Template

[insert name of Federation/Association/Club]
[Committee/board] meeting
Minutes
	Date:
	

	Time:
	

	Place:
	



	Attendees:
	

	Apologies:
	



	Item
	
Description


	1
	Present and apologies 

	2
	Declaration of interests

	
	Who
	Conflict of interest disclosed
	Note

	
	
	
	

	
	
	
	

	3
	Review of actions from previous meeting 


	
	Action/resolution
	Who
	Status

	
	
	
	

	
	
	
	

	4
	Acceptance of minutes of previous [committee or board] meeting

Proposed resolution: That the minutes of the [committee or board] meeting held on [date] be accepted. 


	
	Moved:
	
	Seconded:
	

	
	Passed/Not passed 

	5
	Acceptance of new members

Proposed resolution: That the new members listed below be accepted. 

[name]


	
	Moved:
	
	Seconded:
	

	
	Passed/Not passed

	6
	Operational report

Proposed resolution: That the operational report be accepted.

	
	Moved:
	
	Seconded:
	

	
	Passed/Not passed

	7
	Finance report

Proposed resolution: That the finance report be accepted 


	
	Moved:
	
	Seconded:
	

	
	Passed/Not passed

	
8

	General business

	9
	Next meeting

	
	Time:
	

	
	Date:
	

	
	Place:
	

	10
	Meeting close



	Minute taker:
	



	Signed:
	

	Name:
	

	Date:
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