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Page 5

Memorandum

To:
Association Chairs
From:
Janine Stewart
Date:
8 June 2023
Subject:
Association AGM Guidelines FILLIN "What is the Subject?"
Hi all

This year is rushing by and I thought it was time to send out some information that might help you with your Association AGM’s.  I know most of you have been doing this for a while, but it might be of some help. 

Below are some guidelines that may help.  We have also attached a Committee Nomination form and an AGM Declaration form to be filled in following the meeting.
Task One:  (at least 21 days before AGM) 
· Decide what type of event you want.  Some Associations make their AGM a significant event and take the opportunity to present awards to Volunteers and staff, thank their community supporters and sponsors and celebrate the year end with a meal.  For others it is a much lower key event.  It is your choice as to what you want to do.

Task Two:  (at least 21 days before AGM)

· Work out an agenda.  There are some matters that must be attended to at your AGM and these need to be listed in your agenda.  These are:

· A report from the Chair on the Association’s activities for the year.  It is usual to have a written report but there is nothing in the Constitution that says you cannot provide a verbal report.

· Presentation of the Association’s Financial Accounts.  These are sent to your Area Office or are available to you on the Association Portal.  If you have problems accessing them or have any concerns, please contact Danette Wilson (phone 04 
471 6569 or email danette.wilson@ihc.org.nz).
· Election of Chair and Committee members – the Nomination form is included, and some general meeting procedures are on Page A.

Apart from the above you can include anything else that you think may be of interest to members.  It is expected that Area Managers attend your AGM and provide a service report if you require one. Talk to them well in advance because many of them have a relationship with more than one Association and may have dates that conflict.

Task Three:
Set AGM date and venue and send out notice of meeting 


(21 days before AGM)

· The Constitution (Rule 17.1) does require you to send notice of your Association AGM to members in your area 21 days before the meeting.  The notice normally advises members of the date and venue and provides an agenda for the meeting.  You are also required to hold your AGM before 31 October 2023.  It is also good practice for the notice advising of the meeting date, venue and agenda to include any reports and accounts.  If you don’t have these available 21 days before the meeting it is fine to make them available at the meeting.  This has been common practice in the past, but you must still send out a notice of the meeting 21 days in advance.
Task Four:  
Seek nominations for Committee members 


(received ten days before AGM)

· Nominations need a proposer and seconder both of whom need to be financial members.  You also need to ensure the person being nominated indicate their willingness to accept nomination and that they are also a member.  I have attached a Nomination form for you to use.
· The Constitution no longer has rules about nominations to Associations, but it is good meeting practice to get the Nomination forms into the Chair or Secretary ten days before the meeting.  The Association Handbook, approved by the Board, has adopted this policy.
· Constitutionally there is no reason why nominations cannot come from the floor but the practice would be outside the policy guidelines in the new Handbook.  Nominations from the floor still need a proposer and a seconder who are financial members.
· Remember you need five financial members (including a Chair) to form a Committee.  Please note the below:


The Association Chair and Committee members need to have been a paid member for the 2023/2024 membership year for at least three months before they are eligible to sit on the Committee or become an Association Chair.  If they are not, they will need to pay their membership and wait three months before being seconded on to the Committee at a later date.
Task Five:  
Ensure you have someone willing to stand as Chair 


(nominations ten days before AGM)

· Nominations with a proposer and seconder are also required for the Chair.  It is unusual for there to be more than one nomination for Chair.  If no one accepts nomination as Chair you need to inform the Board.  The Board are likely to encourage the Committee to meet (provided you have five financial members to form a Committee) and select a Chair from among its members.  If you cannot do this your Association may need to be dissolved.
· In the event that there is more than one nomination for the Chair please contact Janine Stewart as it requires a different process for voting and we will be able to assist you in setting this up.

Task Six:  
At your AGM

· Conducting the Associations business:
· It is very unusual for elections to be required.  However if they are required for the appointment of a Chair (ie; there is more than one nomination) then the Constitution requires voting by ballot (Rule 18.3).
· If an election is required for Committee members (ie; if you have more than 12 people wanting to be on your Committee) then you will need an election.  The Constitution provides for voting by a show of hands.

· Present the Accounts:
· The Accounts that are prepared by National Office give a summary of the income and expenses for the year and include items from your own cheque account and a small number of transactions that are made nationally.
· Don’t be daunted by the accounts.  Members are mostly interested in the projects you have supported during the year.  Your cheque book and minutes give you the information about the major items you have sponsored and the major gifts you have received.
· Keep minutes.
· Compile a list of names and contact details for your new Committee and Chair.  It is important that we have an update list of who is who – an Association Contact Details form is included at the back of this document.
· Keep an attendance register because it is useful to have a record of the numbers attending AGMs.
· Send a copy of the minutes, the names and contact details for the Committee and Chair, and the numbers attending the AGM to National Office, attention to Danette Wilson within 14 days of your AGM.
Additional Information

If you are seeking additional information to help you prepare for the agenda, remember there is information on the Association Portal and staff are here to help. 

We will send out your updated membership lists as you request them.
I hope this is helpful. Don’t hesitate to get in touch if you have any queries.

Janine Stewart

General Manager, IHC Programmes

Contact Details

Janine Stewart

Danette Wilson
Phone:
04 471 5750
Phone:
021 244 2697
Email:
janine.stewart@ihc.org.nz
Email:

danette.wilson@ihc.org.nz
Page A: Annual General Meeting Procedures
1. Ballot for election of Chair

Rule 18.3 provides for voting at all annual general meetings by a show of hands except for the election of an Association Chair when voting shall be by ballot.  Where a ballot is required at least two scrutineers need to be appointed who are not candidates for the role.

2. Eligibility to vote


Rule 10.1 provides for people to vote at the annual general meeting of an association provided they have been a financial member for not less than three months.

A Board resolution passed at a meeting of the Board of Governance 25 June 2009 confirmed that a member is eligible to vote at an Annual General Meeting for the 2023/2024 year if they have paid their membership fee for that same financial year.  This means that anyone who paid their membership fee and has had membership confirmed in accordance with rule 6.2 anytime from 1 July 2022 to 30 June 2023 is eligible to vote at the Annual General Meeting.

3. Nomination for Chair and Committee members

The Constitution does not provide rules for nominating Chairs and Committee members.  However, the Association Handbook which has been approved by the Board outlines policies and procedures to be followed.


Section 5.4 of the Handbook states:

· Nominations must have a proposer and a seconder both of whom must be financial members.
· The person nominated must indicate on the Nomination form willingness to accept nomination.
· Nominations need to be forwarded to the Committee Secretary ten days before the AGM.
· Breach of these rules is a breach of policy and contrary to good meeting practice.  Practice outside this policy is not unconstitutional.
2023 / 2024 Association Committee

Information & AGM Declaration 

The following information should be completed and signed by the Association Chair, then returned to Danette Wilson at National Office no later than 14 days after your AGM.
NAME OF IHC ASSOCIATION:

DATE OF AGM:

OFFICERS ELECTED TO ASSOCIATION COMMITTEE FOR 2023 / 2024
Please indicate whether a parent (P), self advocate (SF) or other (O), and the number of years the member has served on the Association Committee.

Years
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(     )


[image: image2.jpg]Vice Chair









(     ) 

Association Committee Members (not fewer than three or more than twelve)

………………………………………………………………………………………….
(     )

………………………………………………………………………………………….
(     )

………………………………………………………………………………………….
(     )

………………………………………………………………………………………….
(     )

………………………………………………………………………………………….
(     )

………………………………………………………………………………………….
(     )

………………………………………………………………………………………….
(     )

………………………………………………………………………………………….
(     )

ASSOCIATION PATRON ……………………………………………………………………………............................................
IHC Association (if any) and background …………………………………………………………......................................
…………………………………………………………………………………………………………………………………………………………….……………………………………………………………...................................................................................................


ASSOCIATION AGM ATTENDANCES

Number of people who attended the association AGM (please complete the number in the appropriate box below):
MEMBERS:
	

	

	

	

	



Individual or Family


Self Advocates


Staff


Association Committee Members





   Subtotal:

	

	

	

	


NON MEMBERS:


Self Advocates


Staff


Other




               Subtotal:



AGM CONSTITUTIONAL REQUIREMENTS

A proper Notice of Meeting (specifying the date, time and place 

of meetings and the nature of the business to be dealt with) was  

YES / NO
sent out to members 21 days before the meeting was held?

Date Notice of Meeting was sent to members:



….. / ….. / 2023


Proper procedures were adopted in the appointment of officers?

YES / NO
That is, all nominations (properly seconded and supported by 

written acceptance by the nominee) for Association Chair, Vice 

Chair and Committee members elected to the Association 

Committee were received by the due date (10 days prior to the 

Association AGM).

If “No” answered above, please provide further explanation ……………………………………...........................
……………………………………………………………………………………………………………..................................................
……………………………………………………………………………………………………………..................................................
……………………………………………………………………………………………………………..................................................
……………………………………………………………………………………………………………..................................................


All members elected to the Association Committee are current

YES / NO
financial members?

If “No” answered above, please provide further explanation ……………………………………...........................
……………………………………………………………………………………………………………..................................................
……………………………………………………………………………………………………………..................................................
……………………………………………………………………………………………………………..................................................
……………………………………………………………………………………………………………..................................................


Minutes of the Association AGM are attached or were previously

YES / NO
sent to National Office?

If “No” please indicate the date by which they will be sent to

National Office







….. / ….. / 2023


Signed:
…………………………………………………………………………

Name:  
…………………………………………………………………………

Date:

…… / …… / 2023
After the AGM


To make sure our records are right we need you to fill out the Registration Form and the Association Contact Details.
This is important for our contacts and to ensure all Associations are constitutional.

Please fill in the forms and return them to National Office: Attention Danette Wilson, within fourteen (14) days of your AGM.

	Association Name:
	

	Date of AGM:
	

	Number of IHC members who attended AGM:
	


Association Chair Name and Contact (this is to help us confirm our records)

	Name:
	

	Address:
	

	Email:
	

	Phone Numbers:
	


Association Committee Members:

	Name:
	

	Address:
	

	Email:
	

	Phone Numbers:
	


Association Committee Members (continued):

	Name:
	

	Address:
	

	Email:
	

	Phone Numbers:
	


	Name:
	

	Address:
	

	Email:
	

	Phone Numbers:
	


	Name:
	

	Address:
	

	Email:
	

	Phone Numbers:
	


	Name:
	

	Address:
	

	Email:
	

	Phone Numbers:
	


	Name:
	

	Address:
	

	Email:
	

	Phone Numbers:
	


	Name:
	

	Address:
	

	Email:
	

	Phone Numbers:
	


	Name:
	

	Address:
	

	Email:
	

	Phone Numbers:
	


If you have any questions or need any clarification give me a call on 0800 442 442 or 
021 244 2697.  Don’t forget to check out the Association Handbook for more information.

Most of all, thank you for the effort made organising your AGM’s.

Regards

Janine Stewart

General Manager IHC Programmes
IHC New Zealand Incorporated
Level 15, 57 Willis Street, P O Box 4155, Wellington, Ph 04 472-2247, Fax 04 472-0429

IHC New Zealand Incorporated
Level 15, 57 Willis Street, P O Box 4155, Wellington, Ph 04 472-2247, Fax 04 472-0429
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