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The aim is to meet as often as is necessary for good management of your facility. Meetings should be held at least once every three (3) months.  Each Committee is free to decide its own meeting times, agendas and styles.

For a larger facility or a facility that has seasonal fluctuations, fortnightly or monthly meetings may be necessary.  For small facilities, meetings might be bi-monthly or quarterly.

The business that a Committee deals with at a regular meeting will be largely determined by its level of activity.  As a guide, the basics that need to be covered include reports from the:

· Secretary

· Treasurer

· Sub-Committees (if appointed)
A Committee can decide its meeting schedule at the first meeting after the Annual General Meeting or determine at the end of each meeting when and where the next one will be held.  A good way to remind Committee members about a coming meeting is to circulate the Minutes of the last meeting, plus agenda and any other papers, at least two weeks before the meeting date.

Section 86 Committee meetings are to be open to members of the public because the Committee is representing the community in the management of a Council owned or controlled facility. They can take part in discussions only at the invitation of the Chairperson, and cannot propose motions or vote.  The Committee is allowed to exclude visitors from confidential issues it must discuss, such as personal matters, contractual matters and matters affecting the security of the facility.  Such items can be grouped together for ‘in camera’ (private) discussion before or after all other business has been covered.

The following provides greater detail on meeting procedures to assist Committees.  

NOTICE OF MEETING
A notice of meeting, typically incorporated with the agenda, is circulated to Committee members at least two days, and preferably two weeks before the meeting.

AGENDA
Prior to any meeting an agenda is prepared.  The agenda is a short document that sets out the business to be dealt with at the meeting.  Usually the Secretary, in consultation with the Chairperson, prepares the agenda, but all Committee members can nominate items of business to be included on the meeting agenda.

A typical agenda includes some or all of the following:

· Details of time and place of meeting (Notice of Meeting)
· Apologies
· Minutes of the previous meeting and any business arising from the Minutes

· Correspondence inwards and outwards
· Reports from Secretary, Treasurer, Sub-Committees
· General Business
An example of an Agenda (Report No. GEN8/05) for a Committee meeting is contained in Forms and Examples.
When circulating the agenda, the Minutes of the previous meeting and any reports to be considered at the meeting are usually attached.

At the start of the meeting the Chairperson usually asks:

(a) 
if there are other items of business that any member wishes to be added to the agenda, and 

(b) 
is any member wishes to change the order of the agenda.  The addition of new items at the meeting is generally acceptable, but if those items are contentious and/or some members are absent from the meeting, the Chairperson may decide to refer such items to a subsequent meeting of the Committee.

MEETING ATTENDANCE
Committee members are expected to attend all meetings, but illness, family matters or other good reasons may result in absences. The Chairperson, Secretary or other office bearer should be contacted to tender apologies, which will be recorded in the Minutes.  It is important that apologies are tendered and accepted by the Committee.  

QUORUMS
The quorum for an ordinary meeting of the Committee consists of a majority of the members in office.  The quorum for the Section 86 Committees of Managements’ Annual General meeting shall be ten (10) persons.  Quorums for incorporated entities shall be in accordance with their Rules.

If, 30 minutes (or some other time generally agreed by the Committee as appropriate) after the start of the meeting a quorum has not been obtained, the Chairperson will decide to:

· Postpone the meeting; or

· Conduct the scheduled business of the Committee, but refer all decisions and motions to a subsequent meeting when a quorum is present for reconsideration and/or ratification.

If, at any time during the meeting a quorum cannot be maintained, the Chairperson will decide to:

· Close the meeting and refer any unfinished business to a subsequent meeting
or 

· Continue to conduct the scheduled business of the Committee, but refer all decisions and motions made with no quorum present to a subsequent meeting when a quorum is present for reconsideration and/or ratification.

VOTING
Each member of the meeting is entitled to vote. One method for voting is a show of hands.  

ADDRESSING THE MEETING
Committee members addressing the meeting should direct their remarks through the Chairperson.  A Committee member addressing the meeting shall not be interrupted by any other member, except that the Chairperson has the right to provide any direction to the member regarding the conduct of that address (appropriate language, length of time taken, etc). 

MAKING DECISIONS/MOTIONS 

Each decision of the Committee should be made by a formal vote, even if everyone agrees, and recorded in the Minutes.  

Decisions are made by passing motions.  Any Committee member may move a motion and the Chairperson accepts the motion for consideration.  

The Minutes will record the wording of the motion, who moved it, who seconded it and whether it was passed or defeated. Committees may have motions that are more complicated and contentious arising from their discussions.  In such cases, it may be useful for the motion to be written down and read out or circulated prior to voting, so that everyone is clear about what is being decided.

In the event of a tied vote the Chairperson can generally exercise a casting vote.


 A Committee can only make decisions (i.e. move and pass motions) if a quorum of its membership is at the meeting.

PUBLIC PARTICIPATION
All Section 86 Committee meetings are open to the public.  The form of public participation at any Committee meeting may range from simply allowing the public to witness the Committee’s proceedings, to actively encouraging input into the discussion of items of general business.  

Suggestions on managing public participation include:

· Allowing question time during the meeting

· Accepting questions in writing for consideration either at the start of the meeting or as part of general business

· Encouraging deputations and petitions
A Committee that regularly attracts public interest may develop and circulate publicly some simple rules on how members of the public are expected to conduct themselves in Committee meetings.  These rules can detail any limits on participation such as limiting questions to two per person, giving the Chairperson the right to eject any person disrupting the meeting etc.  Members of the public cannot vote on any matter before the Committee.

MANAGING CONFLICT OF INTEREST
A ‘conflict of interest’ is when a person has to make a decision on an issue in which they have, or are perceived to have, a personal interest or benefit in a specific outcome.  The conflicts can often be based around financial matters (pecuniary interest) such as contracts or the terms and conditions of a rental. 
For example, a local builder on a Committee of Management would have a pecuniary interest in any building contracts let by the Committee for which he or she had tendered.

The key factors in dealing with conflicts of interest are to:

1. 
Acknowledge that they exist;

2. 
Be open and transparent in managing them both within and outside the Committee.

Keeping good conflict of interest records

Keeping good public records is crucial to ensure a Committee is regarded as open and transparent in managing conflicts of interest.

The Committee Minutes must record how conflicts of interest were handled.  For example, a Committee member who is a builder declares he has a conflict of interest on the next agenda item, a building contract to be discussed.  The Minutes must record:

· What the conflict was;

· If the Committee member left the room (at what time he/she left/returned and at what stage of the discussion); and

· The result of the discussion and the decision made.

Private interests should not be confused with specialist knowledge, which is not a conflict of interest.  For example, a member who is a builder, but who is not tendering for a job, would have useful specialist knowledge for the Committee.

All members of Section 86 Committees of Management who are not Councillors are exempt from the Register of Interests provisions of the Local Government Act 1989.

MINUTES
Minutes are a formal, written record of a meeting and must be kept for all meetings of the Committee.  They should record decisions, rather than who said what. At a minimum, the Minutes should record:

· The time the meeting started and finished

· The place of the meeting

· The names of the Committee members present
· The names of the Committee members not present / apologies

· The time of any arrivals and departures of members during the meeting
· Ratification of previous meeting minutes

· A list of all items of business considered

· The exact wording of any motions moved, including the name of the mover and seconder, and the mover and seconder of any amendments to the motion
· A record of any or all of the members who supported or opposed the motion if requested by any member (division)

· The results of consideration of any motions – carried, lost, withdrawn, lapsed, amended

· Details of any questions taken on notice

· Details of any deputations made to the Committee, or any guest speakers

· Disclosure of any pecuniary interest or conflict of interest of any member
The Minutes should enable a Committee member not present at the meeting to be informed of all actions and decisions arising, and the reasons for those actions and decisions.  Every page of the Minutes should be numbered and bear the date of the meeting.

Minutes are a permanent record of the Committee’s decisions and proceedings. The Secretary should keep a minutes file (or book) that will be passed onto the incoming Secretary.  In the longer term, the minute files must be stored and archived in accordance with the Public Records Act.

Records Management in Forms and Examples covers how a Committee must maintain, store and dispose of its records (Report GEN14/05) to comply with the Public Records Act 1973. 
The Minutes of a meeting should be endorsed at the following meeting as being a true and accurate record.  The motion endorsing the Minutes of a previous meeting should only be moved and seconded by members who actually attended.

Upon ratification of the previous meeting’s Minutes, the Chairperson is to sign the Minutes.  Once endorsed by the signing of the Chairperson, they must never be altered.

Copies of the signed Minutes of meetings of ordinary and extraordinary and annual general meetings of Committees are required to be provided to Council within 30 days of the meeting being held.

An example of Committee Meeting Minutes (Report GEN9/05) is contained in Forms and Examples.
THE ANNUAL GENERAL MEETING (AGM)

The AGM is a public meeting where the Committee reports to its community.  

The AGM includes:

· Ratification of the minutes of the previous AGM

· A report, presented by the Chairperson, on the Committee’s activities of the past 12 months

· Presentation of audited financial statements by the Treasurer or Secretary
· An outline of the Committee’s proposed activities for the next 12 months
· If applicable, elections of persons for appointment as members of the Committee for the ensuing years
The AGM is required to be held in July each year or, in accordance with the rules of incorporation, for the purpose of confirming the Minutes of the last annual general meeting and presenting annual reports and financial statements.  
The AGM is to be advertised in advance in local newspapers, on public notice boards and via a mail out to users of the facility at least 14 days prior to AGM.  Committee members should receive the agenda, reports, and Minutes from the last AGM at least one week before the meeting.  Ideally, public notification of an annual general meeting should be made at least fourteen (14) days prior to the meeting.  
Council is to be advised of the date of the AGM as soon as it is set.
Attendees can ask questions of the Committee (only in the time set aside in the meeting to do so), but it is not a forum for taking motions from the floor or voting on proposals.  These actions can only be undertaken by Committee members and any such business should be held over to the next regular meeting.

An example of an Agenda for an Annual General (Report GEN10/05) meeting is contained in Forms and Examples. 
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