Community CVS Information Sheet



Agendas

When preparing an Agenda, there are a few basic points to remember:

· Clearly state the name of the group, date, time and place of the meeting.

· Check with members to see if they want to put any items on the Agenda.

· If a guest speaker is coming, then give them an early slot.

· Try to follow a logical order of items for discussion.

· If possible, provide some spare copies of previous minutes or any reports which are being discussed at the meeting,  You can guarantee that not everyone will remember to bring their paperwork!

Minutes

· At the meeting take brief, but careful notes under a heading for each agenda item.

· Make a note of what action has been agreed, who said they would do it and when.

· If you’re unclear about any aspects of the meeting and/or decisions made, ask the Chair to summarise.

· Write or type up your notes as soon as possible after the meeting.  Show them  

 to the Chair or another member if you’re unsure about any parts.

· Minutes should be brief and clear.  The main point is to record decisions and actions to be taken.

· Keep minutes in a file or notebook, along with any reports which were discussed at the meeting.

· Once the Chair has checked the minutes, send them out to members as soon as possible.

Community CVS can provide more information about running meetings and we have books which groups can borrow.  For more information, contact CVS 
http://www.communitycvs.org.uk/
Information taken from “Community Start Up” by Caroline Pinder (published by Community Matters, 1995)

EXAMPLE AGENDA

Sunnyside Residents Association

A G E N D A

For the Committee Meeting being held

On Tuesday 30 March 1999 at 7 pm at

Sunnyside Leisure Centre, Sunnytown

7 pm
Open

1. Apologies

2. Minutes of last meeting (copy to be attached)
3. Matters arising (this excludes matters arising from the minutes which are mentioned elsewhere on the agenda)
4. Funding talk - Development Worker from Hyndburn & 

Ribble Valley CVS

5. Arrangements for the Annual General Meeting

6. Report on “Senior citizens” outing to Blackpool

7. Purchase of gardening tools

8. Treasurer’s Report

9. Any Other Business

10. Date, time and venue of next meeting

The meeting will close at 8.30 – 9 pm approximately

EXAMPLE MINUTES

Minutes of a meeting of Sunnyside Residents Association’s

Committee, held on Tuesday 30 March at 7 pm

At Sunnyside Leisure Centre, Sunnytown

1. Present:  Mary Masterful (Chairperson), Cyril Scribe (Secretary), Carole Shortacash (Treasurer), Phoebe Fixit, Paula Pilchard; Speaker Clara Cluck, Hyndburn & Ribble Valley CVS.

Apologies: Jackie Jiggle, Wendy Wafer, Dorothy Dimple

2. Minutes of last meeting:  Minutes agreed.

3. Matters arising:  None.

4. Funding talk:  Clara Cluck provided information on making funding applications, and gave out leaflets.

ACTION – The Committee will prepare a funding appplication, and contact CVS in two weeks to set up a meeting – Mary, Carole and Phoebe.

5. Arrangements for Annual General Meeting:  Secretary reported that the plans are going well, a room and speaker have been booked.

ACTION – Phoebe to contact caterers.

6. Outing to Blackpool:  Secretary reported that 30 older residents had enjoyed a trip to the illuminations and a fish and chip supper.

7. Purchase of gardening tools:  members agreed that several new items were needed for the gardening scheme.

ACTION  - Carole to purchase items and provide receipts before next meeting.

8. Treasurer’s Report:  Carole Shortacash reported that the current account has £650.00.  Outstanding payments amount to £150.00 for room hire and transport for the Blackpool trip. A full report will be provided at the Annual General Meeting.

9. Any Other Business:  No other business was raised.

10. The next meeting will be held on 30 April at 7 pm at Sunnyside Leisure Centre.

The meeting closed at 8.30 pm

B4:  THE ROLE OF THE SECRETARY











There are two main parts to the Secretary’s role: organising meetings and dealing with correspondence.








Organising Meetings





It’s important for the Chair and Secretary to work together to plan and prepare for meetings.  When organising meetings the Secretary has four main roles:





To book and prepare the layout of the meeting room.





To make sure that all the rules for calling meetings are followed in line with the group’s constitution, e.g. length of notice needed before meetings are held.





To prepare an agenda for each meeting (this should be done in consultation with the Chair), and to make sure copies are available for people attending the meeting.





To take notes or minutes of the meeting, and file and store minutes of     


 previous meetings.








Dealing with Correspondence:





This involves:





Setting up basic information storage systems, to file correspondence under appropriate headings.  It is also very important to inform other group members about correspondence received, so the committee can decide what action to take.





Producing and sending out publicity and information about the organisation, and replying to correspondence.  Again, it’s important to discuss with other group members how to provide publicity and information.









