Murray Districts constitution – some things you need to be aware of:

Committee make up –
President
Secretary
Treasurer
And one other person

The Pres, Sec and Treasurer are what is known as office bearers, or the executive committee.  They can only hold one of these positions.  So president can not also be the secretary, nor the secretary can not also be the treasurer.  Only one of the executive roles per person. 

The fourth position is not named and the wording says at least one other person so you can have more than one person but you MUST have one other person.  It is not named as it could be an enrolment officer, maintenance officer, craft coordinator, it all depends on your numbers and allows for flexibility.

For the AGM, you know you must have at least 4 roles filled.

The roles listed is basic, the president does more than chair meetings.

Committee Meetings
You will note they say you need to have at least 3 a year.  This is the minimum, so one a term plus the AGM.  You will want more if you have a special project. 

The quorum is 3 people to go ahead.  You must also give at a minimum 48 hours for a committee meeting.  Technology is allowed so someone can ring in and be on speaker or facetime and they are counted as being present.

The secretary takes minutes which can be dot points.  You should have these saves somewhere to refer back to, especially if there were actions.  

AGM
28 days before the AGM you send out a notice with the nomination form calling for nominations.  They are to be sent back by 21 days before the AGM so the secretary can send out the agenda for the AGM with names nominated.   That is officially what you should be doing.  However, a lot of playgroups don’t get any nominations sent back but that is okay as the constitution allows for you to call for nominations on the night.  If only one person going for a position, then they are in, but if two you need to vote.  Playgroup have sample nomination forms.

The agenda goes out 14 days before the AGM which basically is the same each year.  It should have the venue, date, and then the list of subjects to be discussed or presented at the AGM, eg President’s Report (this is saying what you have been up to over the past year, celebrating your successes, thanking the volunteer committee members, etc), the Treasurer’s Report (an income amount given noting from fees, fundraising, grants, and then expenditure and finally a bank balance going forward, no need for auditor’s reports now), Nominations, and any general business that you know of beforehand and is on the agenda.  Don’t ask for anything new if you don’t want it to drag on longer.

If some of the positions are not filled, that is okay.  You can find someone after the AGM and the committee can put them in the role without going through the whole nomination procedure.  All positions are for one year so all positions become vacant again but you are able to be re-nominated.  You can also nominated yourself.

Your AGM is noted as having to be held within 4 months of the end of the financial year.  One of the changes that came in with legislation was that you have to hold it within 6 months of the end of financial year.  Your playgroup did not do this change in your constitution so keep that in mind.

If anything is to be voted on, your constitution allows for proxies.  This means someone can nominate someone else to vote on their behalf.  We have sample proxy forms available at Playgroup WA.

The AGM quorum is 8 people.  This also wasn’t suggested as there are years when numbers are low, I think 5 has been popular with the playgroups.  You hope for more but you can go ahead if only 5.  It needed to be higher than the committee as you assume they would all be there and that is 4 and you are hoping you can have at least 4 general members.  So when holding your AGM you need 8 people. Technology is allowed so someone can ring in and be on speaker or facetime and they are counted as being present.  There is also a note that if you don’t meet quorum and you reschedule for a week and still don’t get quorum, you can go ahead with 2.

The secretary takes minutes of the AGM with particular note if there is a special resolution carried that the word is written out and the result of the vote.  The president and treasurer’s reports can be emailed to the secretary so there is not need to write them down at the meeting.  

Special general meetings
You can hold these for things like changing your constitution by special resolution but you can also leave that to the AGM and put it on the agenda.  Instructions are in the constitution.

Financial Year
The financial year is 1 July to 30 June.  This is the normal financial year.  Playgroup WA had suggested you use this instead of the calendar year because of the AGM.  Your AGM must be held within 4 months of the end of financial year.  If you hold your AGM in October, the latest you can, it means you should still have old committee and new committee there for handover.  Using the calendar year for finances you would be having your AGM in the new year and that is asking committee to come back for the meeting when they are moving on to kindy or something and not really interested any more.  The 6 months that the new legislation changed to meant you had until the end of the year.  Keep in mind you must hold it by end of October.  Hold it in 4th term.

Within 6 months of the end of your financial year an annual information statement must be done with Dept of Mines, Industry Regulation and Safety.  Someone on the committee is a registered user with them and needs to go online and answer their questions.  You are able to ring them up and see who is listed and if that person has moved on, say so and they will delete them over the phone.  You go online and register as yourself.  Then you connect to the playgroup.  Playgroup WA have instructions on this.  Questions asked that you may need to find include revenue for the past financial year.  Revenue includes all fees, fundraising and any grants.  It doesn’t matter the amount if you feel one year it is a little high, it just has to be under $250,000.  

Tier 1 associations which playgroup is definitely in this category, don’t have to have their accounts audited any more.  The treasurer just needs to keep income and expenditure and reconcile with bank statement.  If you were getting more than $250,000, an accountant needs to review and over I think around $1million they need to be audited.  When you do the information statement the revenue amount lets them know what tier you are on.

It also asks if you are a charity, no, what the date of the AGM was and your financial yea, do you have 6 members as you can’t be incorporated if you don’t have 6 members and what type of business which is other.

Register of members and office holders
You should be able to produce a register if asked.  This comprises of name of member, a contact address which can be email if not physical address, start date with playgroup and cease date.  Most playgroups don’t keep this as a separate document as they have their enrolment lists.  However, if a member requests to see the list they must give you notice, you must show them.  It can’t be for business or church, it must be for playgroup business.  It can be put together from your enrolment list taking out other information you don’t need to supply.  There is a very high fine if you can’t produce it.  This is not something done often with playgroups.  If you don’t have start dates you use the beginning of the year as everyone re-enrols each year. The office holders list is a list of the committee with contact details.  

Disputes
You will note a very big section on this subject.  We did not change any of the words from the template DOMIRS used in their model rules.  It was one of the changes that came about that you had to have this in your constitution.  It does give you a process to follow if needed, however, playgroup problems usually don’t go that far.  In essence someone gives you a complaint, you get the other side’s story, you may call a meeting and come to a conclusion.  You can also ring Playgroup WA to discuss.   
