Attachment  AUTONUM   Agenda Items

Meeting Open

Welcome everyone to the meeting and introduce all Committee members and Guest Speaker (if applicable). Request your Secretary to note the opening time of the meeting in the minutes. It is important that meetings start on time and it is helpful if you advise that you wish to close the meeting by ………time. It is imperative that a quorum is present - this will be determined by your Association’s Constitution. Decisions made at a meeting where a quorum is not present are not binding.

Apologies

Call for any apologies - these may be written or oral. Call on the Secretary to read out apologies already received and they are recorded in the minutes of the meeting by the Secretary.

Minutes of Previous Meeting

Call upon the Secretary to read the minutes of the previous meeting - if they have been placed on the notice board for up to a week prior to the meeting they may be taken as read. If there are no amendments to be made to the minutes you should ask “Will somebody move that the minutes be confirmed?” If there are minor amendments to the minutes they need to be initialed by the Chairperson as well as signing the minutes.

The minutes must be moved and seconded by someone that was present at the previous meeting.

Business Arising from Previous Minutes

Matters not listed in the Agenda, but covered at previous meeting may be raised at this point.

It is easy to clarify Business from Previous Minutes if you highlight the section within the minutes that was to be followed up on or any action that was decided upon.

 Correspondence

All correspondence received or sent should be listed and read out by the Secretary.

Business Arising from Correspondence

This is where correspondence is discussed in more detail, particularly if action is required as a result of correspondence. Any action decided upon should be approved in the form of a Motion

Reports - President, Treasurer, Fundraising Convener, CPS Representative, Teacher

You now call upon each person required to give a report.

General Business 

This may be the most important part of the meeting as any business which has not been covered by reports or correspondence may now be discussed. In many cases issues are deferred to General Business to expedite matters. It is often necessary to move a Motion with regard to issues discussed under this heading. 

Any other Business

This allows for any member at the meeting to raise an issue or concern which has not already been dealt with under the existing Agenda items.

Meeting Close

All members should be thanked for attending the meeting and the time meeting closed recorded in the minutes. It is common to invite all present to stay and join for a cup of coffee at the conclusion of the meeting.

