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associations in Western Australia.
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If you are inexperienced in chairing formal
meetings, such as the club Annual General
Meeting or the monthly club meetings, this
resource provides some helpful hints.

The chairperson’s role is to control the

meetings, accept motions and amendments,

rule on points of order and see that the
wishes of the meeting are carried out
correctly and expediently.

Meetings do not have to be run formally all
the time and it is up to the chairperson to

decide how formally the meeting will be run.
However, there are times when you, as leader,

must know the essential rules in order to:

* give everyone a fair go;
« cut out ‘waffle’; and

* reach decisions.

Agenda

The agenda is the basis of any meeting
and gives direction, structure and purpose
to the meeting. The agenda should be
drawn up jointly by the chairperson and
secretary and should be followed in order,
unless the meeting directs otherwise. The
agenda should be circulated prior to the
meeting so that members may attend the
meeting prepared to make a well-informed
contribution.

Call the meeting to order at least
several minutes before the opening.
Starting on time is essential.

THE QUORUM

The constitution may specify a quorum
- a specified minimum number of
eligible members who must be present
at a meeting to make the proceedings
valid at the specified starting time.

If necessary, the chairperson may use
his or her power to delay the appointed
starting time to give every opportunity
for the necessary number to be present.
Upon being satisfied that a quorum is
present, the meeting should be formally
declared open.

If the numbers at the meeting fall

below the quorum at any stage during
proceedings of the meeting, no further
decisions should be made. Club

rules may allow partial attendance at
meetings and therefore the meeting can
continue.



2 Open the meeting at the
arranged time.

» Declare the meeting officially open.
This is important as the business of
the meeting is recorded from this
point on.

+ |dentify the meeting by quoting
the specific title and class of it, e.g.
make the opening a firm statement
- “I declare this regular (monthly)
meeting of (South City Youth Club)
open”.

Attendance and apologies.
* Record all members present.

* Introduce any visitors or special
guests and formally welcome them
to the meeting.

« Call for apologies. Ask for a formal
motion that apologies be accepted.

Minutes.

It is the chairperson’s duty to ask for
any corrections to the minutes of the
previous meeting (amend if necessary)
and then call for the motion - “it is the
wish of the meeting that | sign these
minutes (as corrected, if they were
amended) as a true and accurate record
of the previous (monthly) meeting held
on (date)”.

The sole purpose of confirming or
adopting minutes is to ensure their
accuracy. Reading lengthy minutes
in detail is unnecessary, boring and
destructive to a meeting.

5 Matters arising from the minutes.

List matters to be decided on the
agenda.

Discussion should be confined
strictly to matters in the minutes
that will not be covered in reports.

Matters arising from the minutes
are usually confined to specific
questions or actions someone was
appointed to take.

6 Correspondence.

The chairperson should ask the
secretary to present a list of inward
and outward correspondence, in
chronological order, and put it to the
meeting.

The chairperson should request a
formal motion - “that all inward
correspondence be received” and
“that outward correspondence be
approved”.

No discussion should be allowed
before the motion is presented.

The secretary should read to the
club/group the date, meaningful
contents of the letter and the
signatory.

Any member may request that the
whole context of the letter be read
to the meeting.
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Reports.
a) The treasurer:

The chairperson calls on the
treasurer for the regular financial
report.

The chairperson asks for any
discussion arising from the report
- “the report is now open for
discussion”.

A formal motion is needed of a list of
all accounts for payment to be paid
as itis a legal requirement for audit.

A formal motion is needed to adopt
the report - “that the report be
received”.

b) Committee:

These reports should be brief.

The committee chairperson should
present them beforehand (in
writing) and during the meeting, so
that they can be incorporated into
the minutes.

If you can insist on written reports, you
will speed up your meetings.

Here’s a simple formula for reports:

What?
Why?
Who?
Where?
When?
How?

How much?

Recommendations.

This format keeps reports to the
point. The recommendations (when
appropriate) are almost like a ‘motion’
to give the executive something definite
to discuss.

+ Discussion and action may follow
each report.

» Each report must be adopted after
presentation and discussion - “that

the report be received”. No seconder

is required.

¢) Other:

* These should be brief and deal with
specific topics.

8 Discussion on motions.

* The constitution should lay down
how much notice to give the
chairperson of business to be
discussed at a meeting.

* These motions must be placed on
the agenda.

* Any motions proposed without
sufficient notice may be rejected by
the chairperson but are accepted
as notices of motion for the next
meeting.



Motions and amendments

All items of business requiring a decision
must come before the meeting by way of a
motion and if passed, becomes a resolution.
A motion should be proposed before the
chairperson allows any debate or discussion
on the topic. This promotes an orderly
discussion. Once a motion has been moved
the chairperson should make sure discussion
does not depart from the point.

Moving a motion

The mover, standing and addressing the
chair, introduces the motion - “I move that
...". This introduces an item of business for
the meeting’s scrutiny and has the floor
when there is no other motion before the
meeting.

The mover must state their case to the
meeting on that motion only and may not
be interrupted by the chairperson unless
the motion is frivolous or ridiculous and is
unlikely to be seconded.

The motion should be clear, concise and
unambiguous and not be introduced to the
meeting until it is clear. The mover is granted
right of reply at the end of the debate.

The seconder

This implies there is support for the motion.
The speaker must introduce his/her support
with, “I second that motion”. The seconder,
who has no right of reply, may speak when
he or she seconds the motion or reserve a
speech until after further debate.

If there is no seconder the motion lapses.

Immediately after a motion has been
proposed and seconded the chairperson can

save time and cut out repetition by declaring,

“Does anyone wish to speak AGAINST the
motion?” If NO, the motion may be put to

the vote.

If YES, the order of debate should be speaker
against, then for (i.e. alternately), with no
speaker (except the seconder’s reserved
speech and mover’s right of reply, point of
order, or personal explanation, e.g. correcting
a misquote) speaking more than once.

Amendments

+ Areintroduced by Mr/Madam
Chairperson - “I would like to make an
amendment that ...".

* Must be clear and precise.

* Anamendment must not negate the
motion.

* A competent amendment may:
* add to the motion;
+ subtract from the motion;

+ substitute words within the motion;
or

« alter the wording of the motion.

* Neither the mover nor the seconder to
the original motion or prior amendments
may move or second an amendment.

* Amendments should be placed before
the meeting one at a time (taken in the
order in which they affect the terms of
the original motion).

* When an amendment is raised, all that
have spoken previously may speak again.

+ Before any vote is taken, the chairperson
should make sure those at the
meeting understand the points for and
against and the actual wording of the
amendment.




When an amendment is carried, it is
incorporated in the motion, which can
then be further discussed or amended.

If an amendment is lost, the original or
previously amended motion again has
the floor and the latest amendment is
not incorporated into the motion.

Advice on amendments

Restrict the number of amendments to
two for each original motion.

To avoid confusion, amendments to
amendments are not advised.

Each amendment must be relevant.

Insist that amendments be handed in
writing to the secretary before voting.

Before members are asked to vote, the
amendment is read to the meeting.

Amendments should be discussed and
ratified ONE AT A TIME.

Closure of debate

The chairperson should decide when the
vote is to be put.

The mover of the original motion should
then be offered their right of reply.

The motion or amendment to be ratified
must be read out to the members, so
that all clearly understand the motion or
amendment.

The chairperson could also summarise
the arguments for and against.

Formal motions

* These are new items of business.
+ All need seconders.

* May be introduced when either a motion
or amendment is under discussion;
further discussion must be suspended
until the chairperson accepts or rejects
the formal motion at his/her discretion.

* May not be moved or seconded by a
person who has:

» moved the original motion;
» seconded the original motion; or

» spoken on the motion or
amendment being discussed prior to
the formal motion being moved.

« All formal motions suspend debate on
amendments and motions, except for
“The Previous Question” which only
covers motions, not amendments.

Examples of formal motions:

* “The question be left to lie on the
table”.

* “Proceed to the next business”.

* “The previous question be voted
upon”.

+ “Discussion be closed”.

Voting

At the end of a debate, the chairperson puts
the motion to the vote. Different forms of
voting are by:

* Voices;

+ show of hands;

* members standing;
+ secret ballot; or

+ adivision.



Unless specified otherwise in the
constitution, a SIMPLE MAJORITY VOTE

by voices is often enough to cause the
chairperson to declare the result. If there is
any doubt on the voice vote, the chairperson
may call, or be called upon by a member,

for a show of hands. The constitution should
nominate the necessary majority needed to
ensure motions are resolved.

Unless someone demands a ballot or division
immediately after the voice or show of hands
vote had been declared, the decision of the
chairperson is binding. If there is an equal
number of votes for and against on the first
and second show of hands and after a ballot,
the proposal is rejected.

The CONSTITUTION should provide for
voting power of the chairperson who may
have:

+ adeliberate vote only;

+ acasting vote only;

» adeliberate and casting vote; or
* no vote.

If the motion (as amended) is lost, the
meeting proceeds to the next item of
business.

Points of order

» Thisis introduced by, “I rise to a point of
order ...".

+ |t covers a breach of rules or decorum.

* The point of order must be made when
the breach occurs.

* No seconder is required.
+ The speaker may be interrupted.

» The point of order is not open to debate,
not subject to amendment.

* |tis subject to the chairperson’s ruling.

9 General business.

» The chairperson can decide whether
a point should be discussed,
although only relatively minor points
can be brought up.

* Notice of motion for the next
meeting may be brought up with a
written copy of the motion, signed
and dated, being handed to the
secretary.

» The chairperson should restrict
discussion to the interest of the
meeting.

10  Next meeting.

+ Discuss the time, date and venue for
the next meeting to ensure everyone
knows the details.

11 Closure.

» This is the signal to say that no
further business is being conducted
at the meeting.

* The time for winding up proceedings
is up to the chairperson.

* The chairperson should close the
meeting when there is no further
business or when continuing would
serve no worthwhile purpose.

» The normal way of closing is for the
chairperson to rise, thank members
for their cooperation, thank visitors,
wait for silence and announce, I
declare this (monthly) meeting of
the (South City Youth Club) closed”.

* The chairperson should emphasise
that the meeting is over by leaving
the chair as soon as possible whilst
declaring that further discussion is
unofficial and leaderless.




The chairperson — essential
tasks

A person in the chair leads but does not
direct. Although he/she controls procedure
and conduct, that person is in charge of the
meeting which is conducted for the benefit
of the members.

Before the meeting

Planning is essential. Before the meeting
discuss the agenda with the secretary to

determine what should be accomplished.

Know the constitution and standing
orders for the conduct of meetings.
Departure from any special rules of
procedure could make the business of
the meeting invalid.

Act as host - meet and greet your
members. You are responsible for
making them feel welcome and wanted.

At the meeting

Don'’t sit in the ‘chair’ until you are ready
to start the meeting.

Follow the agenda strictly, unless
directed otherwise by the meeting.

Know the order of the agenda.

Keep the meeting moving in the desired
direction. Be firm but tactful when
members deviate from the issue under
discussion.

Try to be impartial - be there for the
benefit of the meeting.

Listen attentively and keep a concise
summary of proceedings.

Attempt to get all members to
contribute to the meeting. Ensure that
there is fair discussion on each issue and
that all points are expressed before the
meeting is called upon to vote.

+ Direct the order of speaking - mover
first, then others, alternating between
speakers for and against a motion.

* Rule on points of order.

+ Beenthusiastic. Zest instils enthusiasm
into the members.

« Attempt to keep the meeting moving,
don’t have any awkward breaks.

+ Arise and leave the chair at the end of
the meeting or the beginning of any
recess.

A chairperson should have the following

phrases on the tip of his or her tongue:

* “Will someone please move a motion?”

“A seconder for the motion, please?”

“Will members please vote?”

.

“All'in favour please say ‘aye’.”

“All against please say ‘no’.”

“| think the ‘ayes’ have it.”

“| think the ‘'nos’ have it.”

“Members, what is your wish?”

.

“I suggest ...” (here suggest a motion,
amendment or course of action).

“I rule the amendment out of order” (or
such other ruling as is necessary).

“Thank you members.”



ClubsOnline

ClubsOnline www.dsrwa.gov.au/clubsonline is the place for sport and recreation clubs in
Western Australia to communicate with other clubs, the Department of Sport and Recreation
and Club Development Officers. It provides clubs with an opportunity to share ideas and
access useful club-related resources.

Some of the resources you will find on ClubsOnline include:

» Find a Club, which helps you search for and contact clubs in your area.

» Free club website. Simply register with Find a Club and your club will be eligible for its
own simple-to-build website.

+ Club self assessment tool.

» Volunteers exchange to browse for ‘clubs seeking volunteers’ or post your own notice
under ‘volunteers seeking clubs’.

» Find my Club Development Officer. The Club Development Officer Scheme is a
partnership with local governments across Western Australia to build the capacity
of community-based clubs. A statewide network of Club Development Officers
assists, supports and develops community based sport and recreation clubs through
education, facilitation and communication.

+ Clubhouse resources including booklets, useful documents to download and a
selection of podcasts.




Other resources

This resource is part of the Club Development Officer Scheme, which provides assistance to
Western Australian sport and recreation clubs and organisations to become better managed,
more sustainable and to provide good quality services to members and participants.

Other resources in the series include:

Step-by-step to starting a new club

Planning for your club - The future is in your hands

Taking the lead! A guide for club presidents

The key to efficiency - The club secretary

Show me the money - A guide for the club treasurer

Effective club meetings - A guide for the chairperson

Take the ‘in” out of ineffective - 10 steps to running successful meetings
Lighten the load and delegate - Help for the overworked committee member
You have the answers - Solving club problems
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10 Marketing and promoting your club

11 Sponsorship - Seeking and servicing a sponsor

12 Establishing your club constitution and becoming incorporated
13 Risky business - A club guide to risk management

14 Clubs’ guide to volunteer management

15 Member protection for clubs

16 How to be more inclusive of people from diverse backgrounds
17 Passport into schools - Linking sports with schools

18 Youth sport - Junior sport policy

19 Long-term involvement - Junior sport policy

20 Getting young people involved - Junior sport policy

21 Physical growth and maturation - Junior sport policy

22 Sport pathways - Junior sport policy

23 Forming links - Junior sport policy

24 People making it happen - Junior sport policy

25 Quality coaching - Junior sport policy

26 Making sport safe - Junior sport policy

27 The law and sport - Junior sport policy

28 Top 20 tips for officials

29 Top 20 tips for successful coaching

You will find the full series of the booklets on the Department of Sport and Recreation’s
ClubsOnline website: www.dsrwa.gov.au/clubsonline






Metropolitan

246 Vincent Street

Leederville

PO Box 329, Leederville WA 6903
Telephone (08) 9492 9700
Facsimile (08) 9492 9711

Email info@dsr.wa.gov.au

Gascoyne

4 Francis Street, Carnarvon

PO Box 140, Carnarvon WA 6701
Telephone (08) 99410900
Facsimile (08) 99410999

Email gascoyne@dsr.wa.gov.au

Goldfields

106 Hannan Street, Kalgoorlie

PO Box 1036, Kalgoorlie WA 6430
Telephone (08) 9022 5800
Facsimile (08) 9022 5899

Email goldfields@dsr.wa.gov.au

Great Southern

22 Collie Street

Albany WA 6330

Telephone (08) 9892 0100
Facsimile (08) 9892 0199

Email greatsouthern@dsr.wa.gov.au

Kimberley
Broome

Unit 2, 23 Coghlan Street, Broome
PO Box 1127, Kununurra WA 6743
Telephone (08) 9195 5750
Facsimile (08) 9166 4999

Email kimberley@dsr.wa.gov.au

Kununurra

Government Offices

Cnr Konkerberry Drive

and Messmate Way, Kununurra
PO Box 1127, Kununurra WA 6743
Telephone (08) 9166 4900
Facsimile (08) 9166 4999

Email kimberley@dsr.wa.gov.au

Mid West

Mid West Sports House

77 Marine Terrace, Geraldton
PO Box 135, Geraldton WA 6531
Telephone (08) 9956 2100
Facsimile (08) 9956 2199

Email midwest@dsr.wa.gov.au

Peel

Suite 3, The Endeavour Centre
94 Mandurah Terrace, Mandurah
PO Box 1445, Mandurah WA 6210
Telephone (08) 9550 3100
Facsimile (08) 9550 3199

Email peel@dsr.wa.gov.au

Government of Western Australia
Department of Sport and Recreation

Pilbara

2/3813 Balmoral Road, Karratha
PO Box 941, Karratha WA 6714
Telephone (08) 9182 2100
Facsimile (08) 9182 2199

Email pilbara@dsr.wa.gov.au

South West

80A Blair Street, Bunbury

PO Box 2662, Bunbury WA 6231
Telephone (08) 9792 6900
Facsimile (08) 9792 6999

Email southwest@dsr.wa.gov.au

Wheatbelt

Northam

298 Fitzgerald Street, Northam
PO Box 55, Northam WA 6401
Telephone (08) 9690 2400
Facsimile (08) 9690 2499
Email wheatbelt@dsr.wa.gov.au

Narrogin

Government Offices

Level 2, 11-13 Park Street, Narrogin
PO Box 54, Narrogin WA 6312
Telephone 0429 881369
Facsimile (08) 98813363

Email wheatbelt@dsr.wa.gov.au



