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Careers & Transition Education Association:

Procedures Handbook

CATE, Careers and Transition Education Association, is an incorporated society which must comply with the laws of New Zealand.  It will have an approved and uniform method of conducting meetings in a fair, orderly and expeditious manner.  Everyone involved with CATE, must also work to create an atmosphere of trust, mutual respect and shared purpose.  All activities CATE undertakes fall within the scope of the purpose of the Constitution. 
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1.
Requirements:


1.1
CATE must keep a register of all its current members:

· Name

· Address & contact details

· Date they became a member of CATE

1.2 Documentation that should be retained for 7 years to enable the Association to complete its financial records needs to include:

· A numbered receipt book and duplicate copy

· A bank deposit book

· All current & used cheque books

· All bank statements

· All invoice & payment authorisations

· A receipts & payment journal

· A petty cash payment book


1.3

Restrictions on money-making activities:


CATE is an incorporated society which is a non-profit organisation.  Financial gain is making a profit with the intention of passing that profit on to some or all of its members.  CATE may make money through membership subscriptions or other fundraising and retain that money and use it to further its objectives. 


The Incorporated Societies ACT 1908 also provides for several situations that may otherwise be considered financial gain:

· The property of the Association can be divided amongst its members when the Association is dissolved.

· If the Association is established to protect or regulate a trade, industry or similar undertaking that the members are involved in.

· Members of the Association can receive a salary as an employee or officer of the Association.


1.4
Entering Contracts:

CATE is a separate legal entity. It can enter into a contract if the contract is the type of agreement that would need to be in writing between individuals and 
signed by a person ( usually an Executive Committee member) with the express or implied authority of the Association. For example – Conference organisation.


Note:  ‘The purpose of any contract signed on behalf of the Association must conform to the Constitution of the Association’
2.
Business of Meetings:

2.1 
Agenda 

An agenda is a list of items that the meeting has been called to discuss. Members should receive an agenda at least 14 days before the meeting. To put something on an agenda, you should contact the President and/or Secretary at least a week before this date.  The Agenda is usually prepared by the President and/or Secretary. 
A sample Agenda:


1. 
Welcome and Opening


2. 
Apologies - This is usually the first item of business on the agenda. It is courteous to notify the President (or at least the Secretary) at least 24 hours in advance if you can't attend a meeting and your reasons why.

3. 
Minutes of the previous meeting


4. 
Matters arising from the minutes


5.
 Correspondence


6. 
Matters arising from the correspondence


7. 
Reports (Financial etc…)


8. 
General Business


9. 
Date for next meeting

2.2
Introducing business and making motions 
A ‘motion’ is a formal recommendation put by a member to a meeting for debate and consideration, by saying “I move that...” Motions must be clear and direct e.g.: “I move that $250 be spent on a new whiteboard”. All motions should be minuted. The name of the person putting forward the motion and the name of the person seconding it must be recorded in the minutes. Where possible a motion should be put in writing before the meeting, to make it easier for the secretary or minute taker to accurately record it. 

There are two types of motions: those that deal with the business of the organisation itself (‘substantive motions’) and those that deal with the way the meeting is run (‘procedural motions’). Each motion (except motions “from the chair”) has to be supported (‘seconded’) by another person before its open for discussion. The Chair then asks the proposer to speak to the motion. Other members can add to this discussion. If there is no discussion, the motion is then put to the meeting for a decision, and members indicate (by vote) whether they agree or disagree with it. If a substantive motion is passed, it becomes a ‘resolution’.

2.3. 
Moving Reports
The person presenting the report moves that it be accepted.  This is then seconded and put to the meeting for acceptance.  This includes Correspondence and reports from the Treasurer, President, Website Administrator, Conference Convenor(s), PPTA representative.  Regional Reports are considered collectively.
2.4 Making decisions 
The members of the committee should decide what constitutes a majority when making decisions or whether to work with consensus. A majority usually means either 50%+ or 2/3rds or the members at the meeting who vote. Consensus decision making is more informal and allows all members to feel comfortable (if not completely agree) with a decision before it is made. Consensus decision making can be more time consuming.
2.5 Minutes 
Minutes are the official record of what happened at a meeting. They can be verbatim or provide a summary of what was debated and record the decisions made. Minutes are usually distributed a few days after a meeting and at the next 
meeting members will decide whether to accept them as a true and accurate record. Once accepted, they are considered the formal record of the meeting.
3.
Election of National Executive Officers:

3.1
Nominations may be offered in writing, by any financial members, on the 

 

approved nomination form, which is available on the web site.

3.2
Nominations must be received twenty eight days prior to the AGM.

3.3
Only financial members may vote.

3.4
Voting may be done by ballot, or when only one candidate has been      nominated, by acclamation.

4.
Holding Meetings:


CATE must hold meetings:
4.1
An Annual General Meeting, AGM, where all members are invited to be present.


4.2
National Executive meetings where regional branch representatives and Executive Officers are present.


4.3
Executive Officers meetings where the President, Secretary and Treasurer are present. 

5.
Annual General Meeting:


CATE is required to hold at least one general meeting a year.  Section 8 of the Associations Constitution sets out the procedures for the notification and 
conduct of the AGM.
Remits usually recommend a certain course of action which must be consistent with the Constitution.  

Non-constitutional remits require a simple majority of votes.

Constitutional remits require a 2/3 majority of votes.

Regionally, remits are submitted by members for consideration at the Regional AGM and relate to that region only.  

Nationally, remits are submitted by a region(s) for consideration at the AGM.  Time must be allowed for regions to be notified of the proposed remits and discuss them at their regional meetings prior to the annual General Meeting.  

Time Frame:

1. 1 August
Call for remits. 

2. 1 October 
Remits to be received by the Secretary in the appropriate 




format (see Appendix)*.  An explanation and statement of 




case should be submitted with every remit.  Secretary to 




notify proposer and seconder if clarification is required.

3. 15 October
Remits to be distributed to Regional Representatives for

consideration by their region.

4. Notice of the AGM, including proposed agenda and remits will be notified at least 21 days prior to the meeting date.

5. The National Executive Committee will meet at Conference, prior to the AGM, to consider the suitability of each remit for presentation.

6. Remits are voted on at the AGM.  Amendments may be submitted at that time, or previously as long as they fit within the time frame above.

* In line with Amendments to the Constitution: Clause 14.2 of the Constitution

6
Annual Conference Management:
6.1 National Executive responsibilities: 

i. select Conference hosting region during the previous year.  If no region wishes to host Conference, it will be hosted by National Executive.

ii. provide advice on funding, legal and tax issues as/if required.

iii. monitor time lines and deadlines.

iv. consult with Conference organisers about cost structures.

v. approve any major financial expenditure outside of venue and catering.
vi. help identify sponsors.
vii. assist with identifying speakers, workshop presenters, social functions, activities as/if required.
6.2 Conference Convenor responsibilities:

i. Liaise with the President on a regular basis on the progress of the Conference planning.

ii. Ensure that the programme, cost structure, and registration process meets the standard expected by the National Executive.  Gain approval from National Exec. before committing to  any major financial expenditure outside of venue and catering.
iii. Liaise with the Website Administrator as/when appropriate.
iv. Present a report to National Executive at first meeting following Conference; this report to include a breakdown of Conference finances.

6.3
Conference Planning Committee responsibilities: 



i
Venue: 
· select suitable venue.
· decide most effective use of the venue facilities. 

· source accommodation & produce list for delegates.


ii
Organisation:
· prepare a project plan. 

· allocate key tasks & responsibilities within the Conference  committee.

· prepare a budget, which includes a summary of registration fees that need to be charged.

· set time lines and deadlines and advise National Executive.

iii
Sponsors’ Contact:
· produce sponsors’ pack.
· consult with President about cost structures as/when necessary.
· identify sponsors and send them the packs.

· develop a close liaison with sponsors prior to, during and after the Conference.

· ensure that the benefits outlined in the contracts are delivered to


sponsors.


iv
Registration Management: 
· liaise with Website Administrator if registration is on-line.
· design a registration form that is easy to follow and all data required  is being collected.
· inform all members of the registration format and how to register.

· send out confirmation, invoices and recepits to delegates as required.
· if Conference is over-subscribed, set up and manage an equitable waiting list.

v
Programme planning:



Organise speakers, workshop presenters, social functions, activities.

6.4 Financial Consideration:
Profits from the Annual Conference will be given to the National Treasurer and then split:

· 1/3 remain in National Executive account.
· 1/3 to be returned to the Region who hosted the Annual Conference.
· 1/3 to be paid to the Region who will host the next Annual Conference.

7.         Executive Officers Roles and Responsibilities:
7.1 President

i. Provide leadership to the Association through the National Executive and the Executive Officers.

ii. Ensure the efficient organisation of the Association is run in such a way that the purpose outlined in the Constitution is progressed each year.

iii. Set dates and location of Executive Officers' meetings.

iv. Facilitate /Chair National Executive meetings, Executive Officers' meetings and the AGM:

v. to guide the groups discussions while keeping the discussion focussed on the matter at hand 

vi. ensuring each member has the opportunity to participate in discussions

vii. keeping on schedule according to the set agenda

viii. Ensure core issues facing the Association are addressed, presented and followed up on.

ix. To work with the members of the National Executive and the Association to set goals and direction for the year and to ensure that they are achieved.

x. Manage and oversee the interface between the Association and the public/professional liaison agencies.
xi. Supervise and ensure all of the business and affairs of the Association are in consultation with the National Executive and are carried out efficiently where 
actions are clear in terms of what, who and by when are noted.

xii. May sign, with the other Executive Officers any authorised points of business.

xiii. Manage any initial contact relating to disciplinary matters and to follow up with the National Executive Officers in a timely and fair manner according to 4.3 in the Association’s Constitution.
xiv. Act as the principal representative and official spokesperson of the Association to promote its goals, objectives and activities.

7.2 Secretary

i. Make the arrangements for the smooth and efficient running of the AGM, National Executive meetings and Executive Officers' meetings, in regards of the venue, date and time in line with requirements of the Association constitution.

ii. Keep accurate records of the Association.

iii. Handle the correspondence of the Association, pass on to the appropriate committee member and keep note of where they are.

iv. Write letters as directed by the President.

v. Ensure the Notice of meetings and the Agenda for any meetings are advised to members according to the Association constitution, along with copies of minutes from the previous meetings.

vi. Call for agenda items, prior notice of dates and arrangements.

vii. Keep accurate minutes of the meetings of the Executive Committee, the National Executive and the AGM, recording those present, apologises, those moving and seconding are recorded and dates for future meetings. 
viii. Keep a list of actions agreed at each meeting, regarding what is to be done, by whom and by when.

ix. Maintain an up to date file and ensure that all records are ready for hand over to the incoming committee, especially where any resolutions or actions are agreed.

x. Retain the master copy of all Association documents and ensure that they are available for the future use of members, this includes membership forms, letterhead templates etc. 

xi. Ensure that arrangements are to hand for voting at meetings should it be needed and a quorum is agreed upon before hand.

xii. Ensure that there is a full up to date list of members available to the President and the National Executive at the AGM.

xiii. Ensure that there is information to hand to run meetings, including copies of the Association Constitution and details of process.

xiv. Make sure all of the incoming committee members know the roles and responsibilities and the arrangements for the first meeting of the new Executive Committee and have contact details for each member.
xv. Hand over all the Association records to the incoming secretary within 2 weeks of the AGM.

xvi. Agree with National Executive to the content published on the website.

7.3 Treasurer

i. Ensure that the Association finances are managed in accordance with the Constitution. 

ii. Maintain an accurate record of financial members of the Association and the register of members is kept up to date in compliance with the Incorporated Societies Act 1980 and available to the Secretary as required. 

iii. Ensure that membership information is collected in such a way that it is used for the benefit of the Association and in compliance with the Privacy Act. 

iv. Present financial accounts of the Association to National Executive meetings and the AGM.

v. Prepare a budget for presentation at the first National Executive meeting so that expenditure and projected income against the budget can be discussed and approved. 

vi. Ensure that any proposed changes in the rate of the annual subscriptions are discussed in advance of AGM and that the rationale is prepared for presentation and discussion at the AGM.

vii. Prepare the annual accounts and have them audited in time for presentation at the AGM.

viii. Take forms to the AGM such as new cheque signatories etc.

ix. Ensure that any cheques are banked within 7 days of receipt.

x. Ensure that any invoices are presented to the Executive Officers and payments are made promptly.

xi. Deal with any queries relating to joining and resigning from the Association

8.         Webmaster Roles and Responsibilities:

8.1
Ensure that the website is maintained in a way that supports the needs of the Association and the objectives of the Constitution.

8.2
Ensure that the website is maintained and operated in a way that attracts new members to the Association and has information to enable prospective members to join.

8.3
Ensure that the website acts as a repository of information for use by the Association members.

8.4
Undertake an annual review of the website and archive any non-current information.
8.5
Ensure website is up to date.

8.6
Encourage Regional areas to contribute.

8.7
Keep up to date documentation of website processes for hand over to future Committee members. 
9.
National Executive Regional Representatives:
9.1
Represent the interests of the members of their regions.
9.2
Distribute information/requests etc from the National Executive to their regional members.
9.3
Ensure membership fees and lists are provided to the National Treasurer and/or Secretary in the appropriate format by the end of June.

9.4
Ensure the National Treasurer and/or Secretary are notified of any changes to membership throughout the year.
9.5
Provide a report for each National Executive meeting and AGM.
9.6
Carry out tasks as agreed upon at National Executive meetings.

9.7
Meet all deadlines or advise the President otherwise in a timely manner.
9.8
Encourage regional members to contribute material to the website.

10.
Immediate Past President:
10.1
Assist in the smooth transition of the Executive leadership.
10.2
Mentor the incoming Executive Officers, especially the President.
10.3
Attend National Executive meetings for a maximum of one year.
11.
Regional Associations

Preamble: The structure of the Association shall be on two levels, with National and Regional representation.  An individual may apply for membership to a
Regional Association.  This will give automatic membership to the National Association.

11.1
The National Executive may, at its discretion, grant registration to any region upon such terms and conditions as the Annual General Meeting may approve.

11.2
The National Executive shall determine the boundaries of all regions.

11.3
Every Regional Association shall have its membership open to all members situated within the regional boundaries as determined by the National Executive. 

11.4
A Regional Association shall have the following powers and duties:

i. To support and assist the Association in furthering the purposes of the Association.

ii. To form a link between members and between its members and National Executive.

iii. To discuss matters referred to it by the National Executive.

iv. To pay all membership levies to the National Executive by June 30th each year. 

v. To manage any money assigned to the Regional Association by the National Executive for the financing of its activities.

vi. To supply to the Annual General Meeting each year a report on its activities for the previous year.

11.5
The Regional Association shall elect its Committee annually.

11.6
The Committee of the Regional Association shall consist of a Chairperson, a Secretary and a Treasurer (or a Secretary/Treasurer), together with such other Officers as the Regional Association may determine.

  
11.7
The Committee of the Regional Association shall normally take full responsibility for the affairs of the Regional Association.

11.8
Each Regional Association shall hold its General Meeting before 
30th May and within two weeks shall forward to the National Executive Officers:

i. a statement of names of the Officers of the Regional Association, 

ii. the elected National Executive Representative for the coming year and

iii. a statement of accounts for the previous financial year.

11.9  
The Regional Association shall make its books/papers/accounts available to the National Executive if requested.

11.10
For regional meetings a quorum will be 20%, or a minimum of 4, members.

11.11
When a new region is established:

i. It may apply to National Executive for a start up grant of $500

ii. Its members are excused from paying membership fees to the National Association for the first year.

iii. Its secretary will forward to the National Secretary a full list of current members and their contact details in the required format before 30th of June.

iv. A mentor or contact person will be appointed by the President to liaise and support the region in their first year.

Appendix: Remit template
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REMIT for ANNUAL GENERAL MEETING —2008

A remit takes the form of a resolution duly proposed and seconded and can relate to any relevant subject. They usually recommend a certain course of action which must be consistent with existing rules. Any remit inconsistent with existing rules will be ruled out of order. An explanation and statement of case should be submitted with every remit.

Remit Deadline: In the hands of the Secretary by Wednesday 1 October 2008 at 5pm so these can be circulated to regions for discussion prior to the AGM. 

	REMIT

	Proposed by:


	Seconded by:

	Region:



	Remit:



	

	

	

	

	Explanation & statement of case:



	

	

	

	This remit to be sent to:

Lynn Gillespie, Secretary CATE

c/- Career NetWork

PO Box 2075

ROTORUA

Email lynn@careernetwork.co.nz


If insufficient space please continue on reverse side and/or attach any relevant material.
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