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1. Planning Your AGM

Please check your Club Constitution for rules on how to run your AGM. If your club is
incorporated, you will also need to abide by the Incorporation Act.

All clubs that wish to continue to be affiliated with UniSA Sport for the following year must hold
an AGM (Annual General Meeting) before 30 October each year.

The main purpose of an AGM is to confirm the minutes of the last AGM, elect a committee and
report on club operations, including current financial situation and activities/events.

[0 Finalise date and location
1. You must give your members at least 10 day notice

2. Book aroom (complete an Eacility Booking Form). Must be completed by a UniSA
Staff or Student.

O Appoint a returning officer at least 2 weeks prior to the AGM — they are responsible for
conducting the committee elections.

O Put together an agenda for the meeting. An agenda is a list of what will be discussed at
your meeting (See p.11 for a list of items that must be included in an agenda). A template
of the AGM meeting agenda can be found on the UniSA Sport website.

O The Club President, Secretary and Treasurer to prepare the Annual Report (see p.11 for a
description of what should be included). A template of the Annual Report can be found
on the UniSA Sport website,

O Notify your members by email and/or social media the date, time, location and agenda
for the meeting. (see p.11 for email template)
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2. Quorum

Quorum is the number of members who must be present at an AGM for the meeting to go
ahead and for any resolution to be passed.

Quorum is 51% of current membership. If you don’t reach quorum then you must call the
meeting to an end and reschedule. Keep in mind you must provide at least 10 days' notice of
your new meeting date.

You must provide proof that quorum was reached. All members attending the meeting must
sign an attendance sheet. The attendance sheet must include their full name, student ID (if they
are a student) and phone number.

Tips to reach quorum:
O Notifying members of your meeting using a variety of communication channels other than
email. For example, Facebook.

O Try to make the meeting enjoyable — think about keeping it brief, perhaps follow the
meeting with a social event or activity.

O Send a meeting reminder the day before and the morning of the meeting.

O

Explain the importance of attendance.

OO0 Advise members that they are eligible to nominate themselves or another person for a
position on the committee.
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3. Role & Responsibilities

The following roles should be delegated to members of your club so that the AGM runs
smoothly.

Chairperson — The Chairperson leads the meeting and ensures the agenda is followed. At an
ACM, the chairperson will be the current Club President, if they are not present, another
Executive member should be appointed the role of Chairperson.

Returning Officer — Is a person who temporality runs the election of committee positions but
must not be anyone running for a position as this would be a conflict of interest. A UniSA Sport
staff member can act as a Returning Officer if needed (please contact us before you set the date
of your meeting).

Minute Taker — Detailed minutes must be recorded. This should detail exactly what occurred in
the meeting. The Chairperson or Returning Officer should not fulfil the role of minute taker.
Minute templates are available (see p. 12 for link to AGM template).

Greeter — Not essential but it's important that someone welcomes members as they arrive and
ensures they complete the attendance sheet, as this is required to show proof that quorum was
reached.
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4. Voting

Voting Rules
1. Club member votes must be counted using a simple majority system.

2. Every club member in attendance is entitled to a single vote in each resolution and election.
3. Everyregistered club member in attendance must be provided with the opportunity to vote.

4. Every club member's vote is equal.

5. Proxies are not allowed.

6. The Club President (or Chairperson) has the casting vote in the event of a tie, except where a
conflict of interest arises.

7. Votes must be held in a fair and open manner.

8. Non-members can't vote. Non-members are considered UniSA Students, Staff, Alumni and
Community members who have not signed up to the club via the club website.
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5. Election of Committee Members

e At the AGM the Returning Officer should call for nominations for President, Secretary and
Treasurer. Each nomination requires a nominator and seconder (see p.13 for terms).

e Ifaposition is contested (2 or more nominations), each candidate should be given a few
minutes at the AGM to say why they are the best candidate.

e Voting should then be conducted by secret ballot, show of hands or voice vote, and tallied
by the Returning Officer. Which voting option is used should be decided by the current
committee before the meeting. Once tailed, the Returning Officer should announce the
outcome.

e Majority of committee members must be current UniSA students.

Tips to ensuring your club fills all positions on the committee:
OO0 Ensure you have role descriptions for each position on the committee.

O Target club members for positions on the committee that require their knowledge and
skills ie students studying finance would suit a Treasurer role.

O Sell the benefits to prospective committee members of being part of a club committee.
O Have a succession plan in place for committee members ie if the Treasurer will be
leaving at the end of the year, put in an assistant treasurer a few months prior to the

ACM so they can learn what the treasurer does.

O Ensure you have a mixture of 1 year, 2" year, 3 year, 4" year students on the
committee, so that all students do not graduate and leave at the same time

0 Encourage alumni to remain on the committee. Just because you graduate, does not
mean you have to leave the club.

O Ensure you have nominations for all committee positions prior to the AGM

O If you know a position will not be filled at the AGM, then advertise for the position
through Career Hub (contact UniSA Sport for assistance)
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6. Day of Your AGM

[0 Print out copies of the agenda and attendance sheet.

OO Print previous AGM minutes and the Annual Report.

OO0 Have pens and paper for attendance sheet and ballot (if this is your preferred voting
method).

0 Send out meeting reminder.
O Arrive early to the venue and make sure everything is set up before members arrive.

O Conduct the meeting according to your agenda.
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7. Following Your AGM

O Officially notify all members of the outcome of the meeting, including emailing a copy of
the meeting minutes.

O Email UniSA Sport within two week after the AGM:
1. Meeting minutes, including list of attendees
2. Annual Report (including financials)
3. Updated committee list including contact details (Template on UniSA Sport website)
4. Which committee members require access to the backend of the club’s website

O Following your AGM you should arrange a separate handover meeting where the outgoing
committee members handover all valuable information/login Details/accounts..etc. to the
newly elected committee members.

[0 Bank account signatories must be updated at the bank. This will require any new signatories
to take the meeting minutes to the bank. The meeting minutes must state who should be
removed from the bank account and who needs to be added. The minutes must be signed
by a current signatory.

O Set up the membership group and product for all membership groups. A reminder that the
student fee should be less than the UniSA Staff, Alumni and Community membership fee.

O All committee members should have a Working with Children Check (WWCC). Clubs must
keep a register of who has a WWCC and email copies of the email to UniSA Sport. Individuals
can apply for a WWCC through https://screening.sa.gov.au/ Screening is free for volunteers.

O Incorporated associations must have a public officer. Need to notify Consumer & Business
Affairs (CBS) within one month if a new public officer is nominated or if the existing officer
changes their address.

O Ifmembers at the AGM agree to constitutional changes:

a. Unincorprated clubs must provide UniSA Sport with the updated constitution
b. Incorprated clubs must lodge the changes with CBS within one month of the
AGM

UNISASPORY | ) oo

UniSA Sport Club AGM Guide — Updated Oct 2022



https://www.unisasport.edu.au/clubresources
https://screening.sa.gov.au/
https://www.sa.gov.au/topics/family-and-community/community-organisations/setting-up-a-community-organisation/rules-in-an-incorporated-association/change-rules-in-a-incorporated-associaton
https://www.sa.gov.au/topics/family-and-community/community-organisations/setting-up-a-community-organisation/rules-in-an-incorporated-association/change-rules-in-a-incorporated-associaton

8. What Happens Next?

The following documents will be checked by the UniSA Sport Clubs and Participation
Coordinator:

e AGM minutes

e Annual Report

e Updated Committee List

e Committee members have completed the required free induction training, which includes:

1. Working with Children Check

2. Completing the UniSA Sport Club Committee Induction course online

To enrol in UniSA Sport Club Committee Members Induction Google Chrome is the suggested
browser for optimal performance. Once you click the link you'll be asked to create an account.
Once your account is created, you should receive a confirmation from Thinkific that you have
signed up for our induction with your login details. You then should be able to complete the
course.

3. Completing the ‘Sexual Assault & Sexual Harassment: What are the drivers and how can we
respond?’ online training

This training was developed in partnership between Universities Australia (UA) and the
Australian Psychological Society (APS) and takes approximately 1 hour to complete.

This online training module will assist you to:

e Identify behaviours which constitute sexual assault and sexual harassment

e Understand the drivers of sexual assault and sexual harassment

e Better understand how often they occur and their effects

e |dentify barriers to reporting, disclosing and help seeking following sexual assault and
sexual harassment

e Respond to and support students and staff appropriately and effectively

e |dentify the resources for support within the university

UnISA students can access the training via this link
UniSA staff can access the training via this link

For anyone who does not have a UniSA student or staff log in this module is available on the
Australian Psychological Society (APS) website via this Link.
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By way of some helpful tips for people accessing the online training via the APS website:

if you haven't accessed anything on the APS website previously you will need to create
an account with the APS

They will email you with a login and password

When asked which university you work for you need to indicate UniSA — UniSA will
receive information about who has accessed the training from the APS website

Follow the instructions — it will ask your details for sending an invoice, which you can
complete but as the training is free there’'s no need to worry about payment

You will then have access to the course and just need to click to start, but there may be
a slight delay in it beginning — it is just slow to load at the start

Make sure you have your sound on as there are voiceovers for some content

When doing the training there are links to additional information and resources. These
will open in new windows on your internet browser and you may struggle to go back to
the training as it will not appear as an open tab. The training will stay open at the spot
where you left off and you will find it again by hovering over the icon for the browser
you are using — you will see two browsers side by side appear, one will be the training
where you left off

Once all documentation has been checked you will be notified by email if your club has been
granted ‘Affiliation” with UniSA Sport.

The club will be provided with a ‘Grant of Club Affiliation’ document to sign and confirmation of
access to UniSA facilities for training the following year. A ‘UniSA Sport Facility Agreement’ will
be provided to complete if your club trains at a UniSA Sport managed facility.

UNISASPORY | ) oo

UniSA Sport Club AGM Guide — Updated Oct 2022




APPENDIX

NOTICE OF ACM — EMAIL TEMPLATE

Dear Members,
The [club name] will hold its Annual General Meeting (AGM) on [date, time in location].
e All Clubs must hold an Annual General Meeting, as part of the UniSA Sport re-affiliation
process.

e All Club Committee Positions will be put up for Election, with the elected Club Members
taking office at the conclusion of the General Meeting.

e You are welcome to nominate yourself or others for a position on the committee.

e All Club Members have a mechanism by which they can propose resolutions to be
considered at a General Meeting.

e Quorum must be present at the General Meeting for it to go ahead.

If you have any questions please do not hesitate to contact us.

AGM ACENDA

Example AGM Agenda

1. Welcome by Chairperson

2. Attendance/Apologises — from anyone that is expected to attend but can't e.g. a committee
member

3. Minutes from the previous AGM - should be fully accepted as correct or if not amendments
made and notes in the minutes. For example the motion would be, ‘That the minutes from the
previous ACGM be accepted.

4. Matters arising from the previous minutes

5. Annual report (see outline below)

6. Elections for committee - conducted by the Returning Officer
7. General Business — motions/resolutions

Annual report - The clubs President, Secretary and Treasurer should each write a short report
which is verbally read at the AGM. The President’s report should include a summary of the year's
activities relating to the club’s strategic plan and major achievements. The Secretary’s report
should describe operational performance and achievements of the club. The Treasurer must
outline the financial performance and achievements of the club and include the financial
statements for the club (ie profit and loss statement).

UNISASPORY | ) oo

UniSA Sport Club AGM Guide — Updated Oct 2022




airperson 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.

AGM MEETING MINUTES TEMPLATE

AGM meeting minute templates can be found on the UniSA Sport website
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KEY TERMS

AGM

Annual General Meeting — Must be held annually as part of the club re-affiliation process. It is
also at this meeting where new committee members are elected and the annual report
presented.

Club Committee

A Club Committee, is made up of club members, who want to take on additional responsibilities
around the day-to-day operation, governance and financial management. All club committees
must have at a minimum a President, Treasurer and Secretary.

Member
Any currently enrolled UniSA student, UniSA staff member, alumni or community member can
be a member of a club.

Motion
A motion is a decision to be made. For example, ‘I propose that..” It needs a “seconder” before it
can be debated/discussed and then voted on. If passed it becomes a resolution.

Quorum
Minimum number of members required to be present at a meeting for resolutions to be passed.
Quorum is 51% of the Clubs total membership.

Resolution
A decision subject to a member vote during a meeting. It should be in the form of a “yes/no”
question. For example, does the Club offer a junior membership?

SGM
Special General Meeting — An ad hoc meeting held out of registration/re-affiliation to make key
decisions regarding a club. For example a new President needs to be elected mid-year.

Simple Majority

A voting system where the position, option or candidate with the greatest number of votes
becomes the adopted position/elected candidate. Clubs are free to implement a vote
collection method that best meets their needs.
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