INTERNATIONAL TRAINING IN COMMUNICATION

AUSTRALIAN REGION INCORPORATED

MINUTES OF REGION BOARD MEETING NUMBER 3 FOR 2015-2016 TERM
HELD AT KYEEMAGH RSL CLUB SYDNEY, NSW

DATE: 29 NOVEMBER 2015

The meeting was opened by President Mary Wong at 12:27pm.

The President welcomed Board members present: President-elect Christine Hardy, and Vice President Finance Bernadette Knight. Mary added her thanks to Christine for travelling to Kyeemagh for the meeting and that Bernadette was to be acting Secretary in the absence of Secretary Jan Broe. Mary expressed the hope that Jan would be feeling better soon.
Apology: Secretary Jan Broe. 

Minutes of the previous Board Meeting were moved Christine Hardy, seconded by Bernadette Knight that they be confirmed. Carried.

Business arising:

Job descriptions for Region roles is in progress.

The payment owing to the Region Conference Account from 2013 has now been paid.
Claim forms - Jan Broe has been sent the form and is yet to claim expenses. Mary and Christine are to also claim expenses as soon as possible.

Region Accreditation Chair - Lee Prideaux has accepted the position. Although Lee is waiting for a response from some clubs to give information of members working on Accreditation, from data returned so far she has compiled a list of members and the level of Accreditation attained. This list has been sent to International Vice President Division IV Akemi Kosuge.

Australian Region Board members now have a Template of the official Region letterhead and signature.
Clubs to receive a refund for PREM Initiative 2014-2015 term has been completed.

A list of Australian Region Life Members, especially post 2002, is in the process of being compiled. Bernadette will send an email to all clubs to ascertain if the compiled list of Life Members is up-to-date.

Region Policy Book is in the process of being updated. A section, to clarify Bylaw 3.5 and 3.6 the handling of complaints, would be discussed in more detail as it arose on the Agenda. 
Insurance for members is still on-going. Mary is to follow-up.
The Term calendar has been updated and will be part of the Region Newsletter to be sent to all members soon.

Region Training -  Karen McDiarmid is in the process of drafting training re The Use of Facebook but is not ready for review by the end of November.
Mary attended recent Council 7 and Council 9 meetings and presented Region training at each. In mid-November, Mary helped members celebrate Diamond Valley’s 35th Anniversary and honour long-standing member, Pat Cartwright.
Public Officer Vicki Lamb’s hand-over to Margaret Grand is awaiting confirmation. Margaret Grand is the hold the registration details of all members as the Public Officer. Mary to confirm Margaret has sent the appropriate forms.
Increasing Membership -The Short Course as a means of increasing membership was discussed. The feeling that the Short Course be discontinued was rejected by Mary who would prefer to see this Course continue as a marketing tool but agreed it was not always a successful tool for retaining new members. Mary will continue dialogue with Akemi Kosuge to try to have the rule changed about signing up people from the Short Course as new members. Mary would argue that the Clubs have a licence to conduct the Short Course and encourage participants to continue practising their skills by joining a Club. Another type of Course re obtaining “Better Jobs” could be developed and discussion is still in progress with Margaret Sutherland.
Business Cards still in process and discussions with Margaret Sutherland will continue to ensure the cards are usable across all clubs. The need to know the website address is crucial. The aim is to have the cards ready in February.
Conference 2016: The Conference Pack has been released to all members so all was on time. An official visitor has not been named yet.

Reports to International Board: Australian Region will continue to send Reports to International on time, but it was felt that the International Board members were not taking notice to address the concerns expressed in the Region Reports. 
Letter from Linda Bergman was to be discussed in detail in relation to the Conference 2016 as it arose on the Agenda.

Forward Planning: In Jan’s absence this matter was to be held over until the Board meeting in February. Christine presented to Mary Forwarding Planning documents from the time of Margaret Grand’s time as Region President. Christine will investigate past History files and the existence of other Forward Planning documents. Mary is to investigate the location of the President’s File which was not passed on to her.
Communications: Reports sent to Akemi Kosuge. Emails have been flowing between Mary and Akemi as well as Skype contact.
Emails to and from the Board have included Conference Pack, Region Roster and Membership list, and arrangements for the November Board meeting.

No updates or newsletter received from International Board.
A “Thinking of You” card sent to Jeff Riley who is ill and undergoing treatment.
That the Communications be received and endorsed was moved by Bernadette Knight and seconded by Christine Hardy. Carried.

Board Meetings: The date 18 February was proposed for the 4th meeting of the Board to be held at Kyeemagh RSL. Each member is to confirm the suitability of the date and venue with Mary. A Cyber meeting is proposed for mid-April in preparation for the Region Conference. A further face-to-face meeting is to be held in May after the conference.
At the February meeting the Board is to discuss items for the All Club Mailing making sure Clubs know requirements and deadlines. All Club Mailing to be sent as PDF also.
In April the Board will decide Awards. Further discussion of the details of the Awards as it arose on the Agenda.
Reports to Region are due 2 January.  Mary to email Council and Club Presidents as soon as possible to remind them of the due date.
Recess taken for lunch for 20 minutes. Time:1.15pm
Region Report to International is due 7 February.  Mary will suggest that Akemi alert International that Australian Region is in recess December and January so reporting dates are difficult for clubs in Australia. 

Finance: Aspects of the Income and Expenditure were discussed. Bernadette pointed that around $500 is from outstanding cheques that have “on the books” for several years. Bernadette is to contact ex-members/members who have these stale cheques and ascertain if cheques need to be re-issued or written off. 
Membership numbers: at 31 July 143; 1 August 108; currently end of November- 128.

Forward Planning Committee: Tabled until the meeting in February to allow time to investigate previous Files.

Succession planning – call for nominations: Some names to fill Region Board positions need to be known by February. Christine is to follow-up with Nominations Chair to email Club Presidents letting them know nominations for Region positions will be called soon. The email should state the eligibility requirements to serve on the Region Board, with reference to Bylaw 7.2.1. If no nominations are received by the due date, Christine is to ask members personally to stand for a Region role.
Bylaw amendment: Mary sent the call for amendments via CLO on behalf of Pat Cartwright to notify members that Bylaw changes are needed by 15 December. The Region Newsletter has a reminder about informing Region Board about proposed Bylaw changes. There will be procedural changes to the Bylaws required because of change to meaning of PREM which was passed at Convention. Pat will be asked to let the Board know of any other changes by the February meeting and Board members are to send any proposed bylaw changes to Pat, prior to February meeting.
PREM: 

  Strategy – Example strategy has been shared between Board and Margaret Sutherland. Mary is also reading a good book on strategy, and will be meeting via Skype with Margaret Sutherland to get a draft strategy in place. Mary suggested clubs make use of On-line opportunities such as Community Noticeboards, Gumtree and Meet-Up sites to publicise their meetings locally. Region needs to establish a blog, and set-up Facebook and Twitter sites.

Business cards – Margaret Sutherland has proposals but cards need a definite website address. It is anticipated the cards will to be ready for use by clubs in February.

Website – Mary stated she had been in contact with a number of website consultants. Mary advised that to have a professional website, it would be better to put out to tender to get a contact for professionals to set-up Region and club sites and, maintain and upload Region information. The contact would seek to keep the annual costs at a maximum of $2000, with expectation that initial term would quite likely reach that amount but thereafter the costs should be less. At present only a few members have the skills to run and maintain the website so a professional to fix and maintain the site is desirable in order to ensure continuity of this vital promotional tool. Christine and Bernadette agreed. This would require a change to the description of the Webchair’s position in the bylaws, so an amendment will be necessary. Mary to contact Pat Cartwright regarding wording this change before 15 December.

Mary will contact Victor Patcheko, a member of POWERtalk @ the Hills, to discuss website and his suggestion re changing the Domain Name, which is to be declined in order that Region advertising linked to the present Domain address remains current. 

Video marketing - Mary reported that she will have an opportunity to have 4 x 1 hour sessions with a professional video maker who will help her develop marketing strategies and set up databases. This knowledge will be applied to Australian Region for marketing purposes. The first meeting is via Skype on 1st December.  The brief of this and three subsequent sessions is to get the POWERtalk name better known.
Education —

Newsletter: Christine was thanked for her contribution The Importance of being a Team 
Member.

Mary is to emphasise Call for nominations in Region newsletter. If none received by 
February, Club Presidents will be contacted.


Facebook: discussed earlier


Council and Club Officer Training at Conference: Mary has had discussions, with New 
Zealand Region member, Linda Bergman, about sharing the cost of a Conference room 
prior to the commencement of the Australian Region conference. Linda Bergman proposed 
hiring a room on Friday morning to discuss the future of ITC. The cost for the half-day hire 
is $300.

Mary contacted Crowne Hotel re the cost of all-day room hire which would be $390. If the 
costs are shared, that is around $200, Australia Region could conduct Council and Club 
Officer Training (CCOT) on Friday afternoon as no time had been allocated to Officer 
Training in the Conference program running from Friday night 20 May to Sunday 22 May. 
The room can accommodate about 30 people. Christine and Bernadette agreed such 
training is essential with many newer members taking on roles in Club and Council without 
sufficient training. It was decided to add the proposal about CCOT to the Region 
newsletter and also advertise it in an updated version of the Conference Pack information. 

Mary is to notify the Conference venue of hiring room for full day by the end of the week 
4th December.
Moved Christine and Seconded Bernadette that the Region share one-day room hire with the NZ Forward planning group for the day prior to conference for the purposes of conducting Club and Council Officer Training at the cost of approximately $200. Carried.
Get a Better Job Course:  Mary to ask Margaret Sutherland for resources that Margaret says she has, and to work on a draft over the recess period. 

Visit to Councils:  Council 7 on 2 April and Flinders Region on 9 April - Mary offered to judge the speech contest and assess Flinders for Rosebowl; however, Christine or Jan would be better to evaluate the Council 7 meeting in Armidale in April, to deliver the Region news, and to be Speech Contest judge. Christine or Jan would need to decide who would be the official visitor to Council 7 meeting by February or March and book flights early to get cheaper airfares. Mary had evaluated the Council 7 meeting in October. Christine was asked to attend Council 9’s next meeting as the official Region Visitor. Christine is to check dates and to confirm with Mary.
Awards nominations: Closing date for nominations to be highlighted in February Newsletter. Nominations for various Awards are to be presented by the end of March to discuss at April Board meeting. Information about the criteria for Awards: Rosebowl; Alex Applebaum and President’s Award are to be made explicit. Mary is to investigate the criteria for awarding the President’s Award. Mary will also investigate presenting a trophy or medallion as part of the President’s Awards so the recipient has a permanent keepsake. Presently the President’s Award recipient receives a gift.
Complaints policy: Mary had sent to Board members via email templates for writing a complaint’s policy. A sample policy and flow chart were also put forward for consideration. Discussion ensued asking why a complaints policy was necessary. After reading the Bylaw 3.5 and 3.6, it was decided a complaints policy was necessary to clarify how to handle complaints to bring about a satisfactory resolution for those involved. It was also decided that the complainant needed to sign a document indicating a resolution was reached and for this to be Minuted for legal reasons. Christine is to read through the sample complaints policy and develop a draft policy for presentation at the February meeting and to be in line with present Bylaws.

Conference update: The Conference Package has been released through the CLO. Documents are not to be “zipped” as many members have older computers that cannot open Zipped documents.

Board members are to complete their Registration forms and send to the Conference Registration Chairman with a note that Region will be paying for the Board members. 
Bernadette to send a cheque paying for Region Board’s registrations and also for the International Visitor once we are notified who that will be. Mary has been informed that Div IV VP, Akemi [whether official or not], the Japan Region President and the New Zealand Region President intend attending the Australian Region Conference.

February Board training: Mary distributed Emotional Intelligences competencies information and asked Board members to read the document in preparation for the February meeting. Each member was asked to choose an area which the member considered to be a weakness. This area would be worked on at the February meeting to help the Board member turn the perceived weakness into strength as a Board training exercise.
General Business: The date and Kyeemagh RSL as venue for the February meeting to be decided on soon as possible as Bernadette will need to book flights.
Meeting closed: 3:51pm (NSW time)

ACTION LIST:
Board members

	Who
	What 
	By when

	All 
	Claim expenses as soon as possible from VP Finance
	ASAP

	All
	Complete Registration forms and send to Conference Registrations Chair with a note that Region will be sending a cheque to pay for the registration cost of the Region Board Members.
	Before 1 Feb

	Christine and Jan
	Discuss who will be official Region visitor to Council 7’s Meeting in Armidale on 2 April. Let Mary know the decision; book flights early.
	27 Feb

	Jan
	Confirm with Mary by if the 18 February for the 4th Board Meeting to be held at Kyeemagh RSL is suitable
	18 December

	All
	Preparation for ACM document discussion 
	Feb board meeting

	All
	Read through Leadership education preparation
	Feb board meeting

	Jan
	Forward planning committee research
	Feb Board meeting

	All
	Decide Region Awards
	Apr Board meeting

	Mary
	Follow-up on insurance for members
	30 January

	Mary
	Complete and send Region newsletter including call for nominations, call for bylaw changes and CCOT Pre-conference training
	4 December

	Mary
	Notify Conference venue of hiring room for a full day for 20th May
	4 December

	Mary
	Contact Pat Cartwright for wording change to change the description of the Webchair’s position in the Bylaws. 
	15 December

	Pat Cartwright
	Notify Board of any other proposed bylaw amendments
	Feb Board meeting

	Mary
	Email Council and Club Presidents as soon as possible re Reports to Region to remind them of the due date 
	3 December

	Mary
	Check with Karen McDiarmid re status of training re The Use of Facebook.
	4 December

	Mary
	Contact Victor Patcheko to discuss website 
	4 December

	PREM
	Investigate establishing Region blog, set-up Twitter site.
	28 February

	Mary
	Confirm that Margaret Grand has sent appropriate forms to Fair Trading.
	End December

	Mary
	Investigate the location of the President’s File.
	Feb Board meeting

	Mary
	Check with Margaret Sutherland re status of Business Cards; and also resources for developing a course for Get a Better Job.
	Feb Board Meeting

	Mary
	Revise the criteria for awarding the President’s Award and investigate presenting a trophy or medallion to the recipient of the Award.
	Feb Board Meeting

	Christine
	Check if date re Council 9’s next meeting is suitable to attend as the official Region visitor and confirm with Mary.
	Feb Board Meeting

	Christine
	Read through samples complaints policy and develop a draft policy for presentation at the February meeting.
	Feb Board meeting

	All
	Investigate the existence of History files 
	Feb Board meeting

	Jan
	Research Forward Planning committee
	Feb Board meeting

	Christine
	If no nominations are received by the due date, ask members personally to stand for a Region role.
	Commence after 22 Feb through 22 May

	Bernadette
	Email all clubs to ascertain if compiled list of Life Members is up-to-date
	Feb Board meeting

	Bernadette
	Contact ex-members/members who have stale cheques and ascertain if cheques need to be re-issued or written off
	Feb Board meeting

	Bernadette
	Send cheque to Conference Committee to pay for Registration for Region Board Members, Conference Coordinator, Program Chair and also official International Visitor
	Before 1 Feb
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