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CODE OF MEETING PRACTICE 

Roles and responsibilities of committee members 

The role of a committee member is to:  
• Have a commitment to the SWSPHN’s Constitution, values and objectives.  
• Attend scheduled meetings.  
• Use their powers in the best interests of the organisation as a whole. 
• Listen to the information presented and make decisions in the best interest of the organisation. 
• Participate in discussions and decision making. 
• Undertake work and tasks in a timely manner, as agreed to in meetings. 

 

The responsibilities of a committee member include:  
• Acting honestly and in good faith. 
• Not using the position and information for personal benefit or advantage at the expense of the 

organization. 
• Respecting the privacy and confidentiality of information obtained in the course of their 

participation and not sharing information that refers to members to any group or individual. 
• Disclosing any potential conflict of interests as soon as they arise and where there is a conflict of 

interest, removing themselves from particular discussions, decisions or votes, or resign altogether 
from the committee.  

Roles and responsibilities of the Chairperson  

Before a Committee or General Meeting:  
• Consult beforehand with the Secretary on all the business to be discussed at meeting. 
• Prepare together with the Secretary the agenda for the meeting including realistic timeframes for 

each item. 
• Check and be acquainted with all reports etc. which should accompany the agenda and minutes. 
• Check the minutes of the previous meeting and seek confirmation for accuracy at the 

commencement of the next meeting. 
• Circulate the agenda and minutes to members in sufficient time before the meeting. 
• Work with the Secretary to ensure that tasks to be completed between meetings were completed.  

 

During the meeting:  
• Open the meeting. 
• Check for quorum. 
• Provide an Acknowledgement of Country at the beginning of the meeting. (e.g. I’d like to begin by 

acknowledging the <inset name of people here> people, Traditional custodians of the land on 
which we meet today. I would also like to pay my respects to Elders past, present and future, and 
extend that respect to those in the meeting who identify as Aboriginal and Torres Strait Islander 
peoples). 

• Conduct the business of the meeting according to the order and timeframes of the agenda unless 
it is altered with the consent of the meeting. 

• Confine discussion to the agenda item of the meeting ensure that the agenda item is dealt with 
and settled before passing on to the next. 

• Allow free and if necessary, formal debate. 
• Give all those wishing to speak an opportunity to do so, to see that their remarks are addressed 

to the Chair and to allow no private discussion or personal matter to be introduced negatively. 
• Make every effort to let any meeting over: which she/he presides understand the reasons for and 

purpose of his/her rulings. 
• Close the meeting when all matters are attended to. 

This document relates to formal meetings within the Governance Structure and is noted within relevant Terms of Reference. 


