Guidelines for Committee Members about the Function and Running of the Committee

Sourced from Model Rules for a Child Care Co-operative produced by the Ministry of Housing, 1985 and Co-operatives Act 1996. Some differences in numbers required for the committee and a voting quorum will be noted. These have been determined in the past by Committees to ensure the smooth functioning of the Committee. For example a quorum of ten is recommended at times, however we do not get this many people volunteering for the Committee, so the Committee would be unable to make any decisions if this number for a quorum was maintained. For this reason the meeting quorum required has been decreased to five as noted in the Handbook.

1) Meruka is a co-operative set up in 1994 by Nillumbik Council. It provides childcare places for around eighty families and many children start at babies and remain at the centre until they leave for school. It is run by a Co-ordinator who is an employee of the Centre and a volunteer parent Committee. All members of the Co-operative hold a share in the centre. One person from each family is nominated to be a shareholder. To be eligible to hold a share you must be over 18, a user of the Centre, a resident within the municipality or a paid employee of the Co-operative. Centre users must outweigh others. Membership must be passed at the AGM or a regular general meeting. A share or membership of the Centre is considered cancelled if the whereabouts of the member is not known for the last three years or the member is not an active participant in the Centre over the last three years.
2) Key responsibilities of the Management Committee include such issues as developing the policies of the Centre, engaging, controlling and dismissing staff, overseeing the running of the Centre, managing the financial services, keeping records, informing members of service happenings, appointing office bearers, ensuring that appropriate insurance is taken and maintained and ensuring that all requirements of the act are being met with regards to the running of the Centre.
3) The committee needs to consist of at least seven members. The Committee member is elected to serve two years. No more than one employee may be elected as a Committee member. Non- committee members have no voting rights at Committee of Management meetings but can attend and participate in discussions. The Committee will be composed of the Co-ordinator, Chairperson, Secretary, Treasurer, Staff Liaison, Parent Liaison, Maintenance Officer, Fundraising Officer and Ordinary Members. Sub-committees can be formed and must have at least one Committee member. They must report regularly to the Committee.
4) Each year three or two members (in rotation) must leave the Committee. These retiring members may be re-elected for another two years if they so wish. The staff representative is usually elected for two years as well but can be elected annually. If someone leaves the Committee before their full term is up then the Committee may appoint someone to fill that position but they will be due to retire at the same time as the elected person. Nominees can register 14 days before the AGM in writing and further nominees can be taken at the AGM. 
5) Committee meetings are held monthly except for January when no meeting is held. These meetings are referred to as general meetings. All meetings are open to all members of the Co-operative except when confidential information about staff and personnel is discussed. A quorum is five. Seven days notice must be given to all members of any general meeting including the time, date, place and agenda. As all families are now on email, this will occur via email. At the meeting the Committee must confirm the minutes of the previous general meeting, receive reports from the Committee and its members and consider any general business that has arisen. If a quorum is not present then the meeting must be adjourned until the following week at the same time when it may proceed, provided a quorum of four can be present.
6) Each member of the Committee has one vote and must be present. If a consensus is not possible then the majority must make decisions, with the chairperson’s decision being final. 

7) The AGM is held in April each year. The AGM is held within four months of the end of the financial year. Fourteen days notice must be given for the holding of the AGM and should include what accounts, statements and reports will be presented and that these can be inspected fourteen days prior to the AGM. If someone wishes to bring business to the AGM then it must be provided in writing twenty-one days prior to the meeting. A quorum of seven is required for the AGM.
8) General meetings are held monthly except January when there is no meeting and April when it is the AGM.  Regular general meetings are to be held at least three times per year and usually occur in May, August and November. The purpose of the General meeting is to receive reports from the Committee and Sub-committees and any general business. The General meetings require 7 days notice to be given to all members of the time, date, place and agenda. Regular general meetings consider the same things as general meetings but also consider membership applications and special business such as fee increases. These require the agenda to be advertised 14 days ahead of the meeting.

9) Special general meetings can be held at any time at the written request of ten members. The request must state the object of the meeting and must be signed by all those making the requisition. The meeting must be held within 14 days of the lodgement of the request and will be conducted as per regular general meetings but with no other business heard apart from the written object of the meeting.
