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COUNCIL COMMUNITY COMMITTEES: 

TRIENNIAL ELECTION RULES, MEETING PROCEDURES AND GENERAL OPERATIONAL RULES 
AND INFORMATION FOR COMMITTEES 

 
The Council structure includes Council Community Centre, Public Hall, Recreation Reserve and 
Township Committees.  Council Committees do not have a separate legal status and operate as 
delegated sub-committees of Council.  Community Centre, Public Hall, Recreation Reserve 
Committees have stewardship of community centres, public halls, and/or recreation reserves. 
Township Committees are groups that represent a township or locality in Selwyn.  Each type of 
committee is formed by an election process on a three yearly or triennial basis.  A community 
committee is a subordinate body of Council and subject to the control of Council.  For information 
regarding responsibilities and delegations associated with Community Committees, refer to the 
attached Policy (Appendix 3). 
 
Elections for Council committees are required to be held within three months following the Triennial 
Local Government elections, and be publicly notified 14 days prior to the election of committee 
members. Council can provide limited support for advertising.  
 
Committees are required to schedule their Election meetings from the November following the 
Selwyn District Council triennial elections to allow the elected member (councillor), assigned to 
their committee, to attend.   
 
To assist with the smooth running of committee election and to ensure that all legal requirements 
are met, the rules for an election meeting follow:  
 
Timing, Location and Public Notice of Triennial Election of Council Community Committees  
 
1) The Triennial Election meeting must be held within three months following the triennial Local 

Government elections, in a public place and be publicly advertised at least two weeks before 
the date.  The meeting to be advertised in Council Call (a free service), to advertise in Council 
Call e‐mail committees@selwyn.govt.nz  and provide information to be included 
Committees can also advertise in any other publication or place the committee decide is 
appropriate to ensure advertising reaches as many in the community as possible.  Accounts 
for advertising can be sent to Selwyn District Council for payment from the appropriate 
township/committee discretionary fund or general expenses account relevant to the 
committee.   

 
The Triennial Election meeting  
 
2) An independent Chairperson is required to run the election process.  This can be the retiring 

chairperson if they are not standing for re‐election, or the committee may wish to ask the 
appointed elected member.   

  

mailto:committees@selwyn.govt.nz
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Calling of nominations for the committee      
 
3) The committee must have not more than thirteen (13) persons, including appointed 

Councillor or Malvern Board member, as appropriate, and not fewer than five (5) persons, 
excluding appointed Councillor or Malvern Board member. 

 Before nominations are called, the number of committee members to be elected must be 
 agreed by those present at the public meeting.  
  
4) The Selwyn District Councillor or Malvern Community Board member(s) appointed to the 

committee is/are a member(s) of the committee.  They have the same voting rights as any 
other member of the committee.  

 
5) All committee members have equal voting rights at committee meetings.  
 
6) To be eligible for election to / membership of a committee, a person must reside or own 

property in Selwyn.  
 
7) All nominations must be moved and seconded by individuals who reside or own property in 

Selwyn. 
 

8) Individuals who meet the criteria for election (rule 6), but are unable to attend the meeting 
and have tendered an apology are eligible for nomination. 

 
9) A community centre or reserve committee is expected to appoint members from separate 

user groups of the local facility or reserve.  A community/township committee is 
encouraged to appoint members from different special interest groups in the community.  
The number of these appointed members must be decided prior to nominations being 
called as per rule 3 above.  Only one member per special interest or user group can be 
appointed under this rule.  Those who represent a user group or special interest group are 
expected to maintain communication with the group they represent over the term on the 
committee.  

 
10) If at an AGM the minimum number to form a Committee is unable to be met by a particular 

committee, Selwyn District Council is to be advised and, through the Triennial Report to 
Council on Committees, a motion will be put to rescind the particular Committee. 

 
Merger, combining or uniting Committees of Council 
 
11) If two or more Council committees decide to combine or unite they can do so, unless one 

of the committees has a separate legal status. 
 
 If one of the amalgamating committees has a separate legal status they cannot generally 

become a committee of Council.  
 
 A committee with a separate legal status can, however, wind up.  A society or company 

will already have a winding-up clause in its rules.  A trust may not have a winding up 
clause.  Once the other society, company or trust is wound up, the other committee may, 
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through its triennial election process, change aspects of its purpose or goals and its 
membership, to include membership and/or objectives from the committee that has 
wound-up. 

 
 Council committees intending to combine or unite should record the decision in the 

meeting minutes.  The date for combining or uniting of committees should occur after the 
triennial election of Council, when the Council committee holds its triennial election.  

 
 In the interim period Council committees can work together and do things together, 

however, the formal process requires a decision to be recorded in the minutes and the 
election to be held. 

 
Eligibility; Employees of Council  
 
12) The Council believes that the separation of an employee’s role and duties and committee 

role when there is a direct employment relationship is challenging and can present a risk of 
actual or perceived conflict of interest.   

 
13) A person employed by Selwyn District Council to serve a specific Council committee (e.g., 

as Secretary, Cleaner, Caretaker) is a Council employee and therefore cannot be a member 
of the committee they serve.  A person recruited by Council to act as Secretary, is an 
appointed Officer of that committee and an election is not required.   

 
14) Other people employed by Selwyn District Council cannot be elected to a committee unless 

written permission is received from the Council Chief Executive.  The criteria for 
consideration will include the nature of the person’s role at Selwyn District Council in 
relation to the obligations of nomination/election as a member of a committee.  If 
nomination/election to the committee is subsequently permitted, documentation will be 
held on the individual’s employment file with People, Capability and Culture.  A declaration 
of “conflict of interest” will be recorded by the minute secretary at each meeting. 
 

15) If a committee member becomes an employee of Selwyn District Council during the three 
year term, they must resign their position on the Council committee they are serving.  There 
is recourse under rule 14 to seek permission from the Chief Executive UNLESS the role is as 
an appointed officer / paid employee of the committee served (as in Rule 13).  

 
Voting rights at the election meeting  
 
16) Any individual who is a ratepayer and/or resides in the Selwyn District is eligible to vote in 

a committee election. (exemption; Rule 13) 
 
17) Voting for committee members can be done by the chairperson calling for a simple show of 

hands or by secret ballot.   
 

Voting by secret ballot is consistent with the way individuals vote for Mayor, Councillors or 
Malvern Community Board members at the triennial elections.  If voting by a secret ballot 
process, the counting of votes, needs to be coordinated by the meeting Chairperson in a 
manner that does not identify the voter.  
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Resignation or relocation out of the District  

 
18) From time to time, committee members will not be able to complete their three year terms 

for a variety of reasons.  In such situations, the following options should be considered by 
the committee and implemented as deemed appropriate:  

 
(i) If the retiring committee member is a user group or special interest group 

representative then under rule 9 the user/special interest group should be asked to 
make an appointment.  

(ii) If the committee member was elected at the triennial election and there were members 
of the community not elected, then the Chairman of the committee should approach 
those unsuccessful ratepayers/residents to see if they are interested in being elected.  
If votes were counted or a record of a show of hands was maintained in the meeting 
minutes, then the highest polling unelected ratepayer/resident should be offered the 
committee member role.  

(iii) If neither, i or ii above, achieves a member being appointed then a co-option process 
can be used.  This process seeking registrations of interest for the role should be widely 
advertised, including a notice in Council Call.  

 
Matters to cover at the Triennial Election meeting  
 
19) It is recommended that this public meeting is a report to the community.  The outgoing 

Chairperson should present a report of activities and achievements over the past three 
years.  

 
20) The primary purpose of the Triennial election meeting is to elect committee members and 

clarify the rules, responsibilities and processes associated with committee activity. 
 

The Triennial Election Meeting is however, an opportune time with a broader community 
presence to discuss community aspirations and challenges and consider initiatives that 
could be pursued by the incoming committee.  The Triennial Election Meeting should 
recognise that the Selwyn District Council Long Term Plan, Annual Plan and Asset 
Management Plan are the formal process for confirming projects associated with 
community facilities or reserves that require funding allocation.  This meeting therefore, 
cannot alter projects planned and funded within the mentioned Plans but may consider 
medium term projects that might inform future Plans or consider projects that do not 
involve direct Council funding. 

 
 
After the Triennial Election meeting – Election of Officers and Committee meetings  
 
21) The date for the first committee meeting should be set by consensus and all meetings 

advertised in Council Call.    
 
22) At the first committee meeting, a Chairperson and Secretary should be elected.  The 

Secretary can be appointed (13).  The Committee Secretary is to manage the completion of 
“Council Community Committees Committee List Update”, and return by e‐mail 
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to committees@selwyn.govt.nz  or mail to Community Services and Facilities, Committees 
Secretary, Selwyn District Council, PO Box 90, Rolleston 7643. (APPENDIX 1) 

 
23) Once the committee members have been determined officers should be elected/appointed.  
 
24) All Council communication to committees will be by email and/or by mail as appropriate. 
 
25) Each Committee Chairperson and Secretary is issued with a Selwyn District Council email 

address.  Once Council is notified of the names of Chairperson and Secretary, the password 
for each account will be reset and advised to these officers.  This email is the only email 
address Council will use for communication with committees.   
 

Committee induction and training  
 
26) The Community Services and Facilities team of Council deliver a range of training and 

capacity building opportunities for volunteers and community groups each year.  For a 
programme of the training planned in a given year, refer to the Council website.  To request 
information or to make suggestions for training topics please 
email committees@selwyn.govt.nz 

 
Meeting Procedures  
 
27) Council committees are required to forward a copy of all meeting minutes to the Council 

for record keeping.  Under Council’s Standing Orders, (see note i below) it is a requirement 
that the Council hold minutes of meetings from all its committees.  E‐mail 
to committees@selwyn.govt.nz  in word (.doc) or PDF (.pdf) format only to enable upload 
to the Website.  

 
a) The committee will keep a true and accurate record of all meetings and shall forward a copy 

to the Council within four weeks of each meeting.  
 

b) All budgets related to halls and community centres are determined as part of Long Term 
Plan, Annual Plan and Asset Management Plan processes.  Each committee shall be 
encouraged to participate in these processes at the appropriate times.  

 
c) Exceptions to b) above are where there is significant Health and Safety risk or is urgently 

required to protect an asset from deterioration or immediate loss of service. In such 
circumstances only Council officers with relevant delegations will make associated decisions.  

 
d) All expenditure must be posted against an appropriate general ledger code. Expenditure on 

approved budgets must be authorised by a Council officer with the relevant delegations, via 
Council’s electronic purchasing system.  

 
e) In the areas of incidental expenses, arrangements may be made by an authorised Council 

officer to enable timely payment of expenses within budget, directly to the supplier.  
 

f) Any revenue generated by any committee is required to be deposited into the Council bank 
account.  

 

mailto:committees@selwyn.govt.nz
mailto:committees@selwyn.govt.nz
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g) All persons employed to provide services to Council-delegated Committees will be 
employees of Council and subject to Council recruitment and employment policies and 
processes.  All costs associated with such employment arrangements will be those of the 
committee and adequate budget is required.  Council will manage the charging and costs 
against budgets.  

 
h) Committees will work cooperatively. 
 

Note:  Council managed facilities and reserves do not have committees.  However, all 
facilities and reserves directly managed by Council are required to routinely provide 
opportunities for engagement by Council through the Centre Manager with the user groups 
of Council centres as well as with users themselves and the local community. 

 
Length of Tenure for Committee Members  
 
28) Committee members are elected for the full triennium i.e., three year period.  A committee 

member may resign from the committee during this period.  There may be some 
circumstances where an individual is disqualified from being a member.  Individuals cannot 
be summarily dismissed by the committee itself.  

  
Council and community board meetings operate under Standing Orders which states that if 
an elected member is absent from four continuous meetings without an apology they can 
be considered Absent without Leave.  If the committee faces a similar situation, the 
Chairman may decide to seek advice from Council officers on the best course of action in 
the circumstances concerned.  
 

Standing Orders and Public Excluded Sessions  
 
i. Standing Orders ‐ are the rules and procedures that the Council adopts every three years 

that determines how meetings will be run.  Most committees never need to refer to 
Standing Orders as they keep their meetings simple with straightforward resolutions 
and in most situations, passing resolutions by majority or consensus decision-making.  

 
 From time to time, committees have more difficult/controversial decisions to make.  In 

these situations, the rules of meeting procedure need to be correctly followed.  In such 
situations the elected member, who has a copy of Standing Orders will be able to assist.  
Alternatively, council staff can provide advice.  

 
ii. Public Excluded meeting sessions ‐ under standing orders, all decisions made by a 

committee must be made in a public, or open session of a committee meeting.  In some 
circumstances, a committee meeting can consider or make decisions in a session where 
the public are excluded.  The committee’s elected member will be able to assist in 
deciding if the subject to be discussed fits the rules for the meeting moving into a public 
excluded session.  If decisions are made in public excluded sessions, the committee at 
some appropriate point in time pass a resolution to have the decision available to the 
public.  When this time occurs will depend on a case by case basis.  

   
Revised rules and procedures as at July, 2019, following on from Council adoption of revised 
Committee Policy in June 2019  
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Selwyn District Council   Guidance Notes for Triennial Election Rules  
The following guidance notes have been issued to assist committees with interpreting the Council’s 
management committee election rules.  (This was last issued 10 November 2010)  
 

What is a  
Committee of Council?  A Committee of Council is defined as being either a:   

• Community Centre/Hall Committee  
• Reserve Committee  
• Township/Community/Advisory Committee  

No committee can be a Committee of Council if it has a separate legal entity in its 
own right.  Such a committee with a separate legal status has its own rules for 
electing the committee and operating.  

Who can stand for 
election?  

Council has made this a very wide definition.  If you are resident in the Selwyn 
District or a ratepayer you can stand for nomination.   
 
Refer to “Eligibility; Employees of Council” Rules 11 to 15, for guidance regarding 
employees of Selwyn District Council. 
 

Who can move or 
second nominations? 

Residents and/or ratepayers can stand for nomination and a resident and/or 
ratepayer must second the motion 

Who can vote?  Residents and/or Ratepayers of Selwyn District 

What if a property is 
owned by a trust?  

In such situations, the Trustees of the Trust need to nominate one of the Trustees to 
be the ratepayer for committee election purposes.   

Who is a resident?  A resident is an individual whose normal place of residence is Selwyn District.  

The best example is an individual who rents property (being a dwelling) in the District 
but they may for a number of reasons not be registered on the Selwyn election roll.  

Normal place of residency would be an individual who resides in the District for at 
least 50% of the year (being that for at least 183 days of the previous 365 days the 
individual slept in the dwelling)  

If an individual only resides in the District at the weekend, e.g., their dwelling is a bach 
or Fisherman’s Hut, this would not be seen as satisfactory to indicate that the 
individual is a resident although the individual could of course be a ratepayer and 
therefore gets a vote.    

 
If you have any questions, regarding the election rules or guidance notes, please contact  
committees@selwyn.govt.nz  
Denise Kidd 
Group Manager – Community Services and Facilities  
    

mailto:committees@selwyn.govt.nz
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COUNCIL COMMUNITY COMMITTEES 

COMMITTEE LIST UPDATE 2019 – 2022 Triennium 
 

Please complete the form below and return within 7 days following the Election Meeting.  If 
representing more than one committee, complete one form for each committee.   
RETURN: 
By email:  word attachment (.doc) preferred; to committees@selwyn.govt.nz   
By post: Community Services and Facilities, Committees Secretary, Selwyn District Council, PO 
Box 90, Rolleston, 7643.  (committees@selwyn.govt.nz is monitored during normal business 
hours and all correspondence forwarded to the appropriate Council officer.) 
 

DATE OF ELECTION MEETING:                  /            /2019 
 

WARD: 
Malvern Springs Ellesmere Selwyn Central 

 
Name of Committee (in full): 

 

  
Chairperson’s Name:  
  
Address for post:   

  

  
   POSTCODE: 

Phone Land:  Mobile: 

Email: For Council Use Only  

Email: Display on Public 
Website  

(Optional)   Yes:      

No, do not display.  

  
Secretary’s Name:  
  
Address for post: 
 

 
 
 

  

   POSTCODE: 

Phone Land:  Mobile: 

Email: For Council Use Only  

Email: Display on Public 
 Website 

 

(Optional)   Yes:      

No, do not display.  

PTO 

APPENDIX ONE  

mailto:committees@selwyn.govt.nz
mailto:committees@selwyn.govt.nz


 

Page 9 of 18 
SDC Committee Rules and Guidelines 2019/20 

 

Committee Members 
Name Address Phone Email 

1    

2    

3    

4    

5    

6    

7    

8    

9    

10    

11    

12*    

Councillor Rep. (to be included in the 13 total members) 

13 

Malvern Community Board Representative* (to be included in the 13 total members, as applicable) 

12* 
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NOTIFICATION OF COUNCIL COMMUNITY COMMITTEE MEETINGS– 2019/2020 
 

The information supplied here is automatically used to advertise meetings in “District 
Committee Meetings” section of Council Call each week.  This is published on the Selwyn 
District Council website; www.selwyn.govt.nz and in The Selwyn Times.  
 

To change a date or venue that you have advised below, email: committees@selwyn.govt.nz   
Please note:  Notification of any changes are subject to Council Call copy deadline and need to 
be notified no later than 5.00pm Thursday the week before publication to “override” the date 
advised on this form. 
 

Full Name of Committee:  

Secretary Name:   Phone: 
 

Venue for Meetings:  
 

Time of Meeting:  
 

 

Month 
Meeting Date 
 OR:  TBA 

Month 
Meeting Date  
OR: TBA 

Public Holidays 

January  February  
New Year 
Waitangi Day  

March  April  
Good Friday  
Easter Monday  

May  June  Queen’s Birthday  

July  August   

September  October  Labour Day Monday 

November  December  
Canterbury Anniversary  
Christmas  

 

In addition, please advise; 

 
 
Triennial Meeting  Date/Time/Venue:  

 
Return this form; 
By email:  Word attachment (.doc) preferred; to committees@selwyn.govt.nz   
By Post:    Community Services and Facilities, Committees Secretary, Selwyn District Council, 
PO Box 90, Rolleston, 7643.   (committees@selwyn.govt.nz is monitored during normal 
business hours and all correspondence forwarded to the appropriate Council officer.) 

APPENDIX TWO  

http://www.selwyn.govt.nz/
mailto:committees@selwyn.govt.nz
mailto:committees@selwyn.govt.nz
mailto:committees@selwyn.govt.nz
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APPENDIX THREE 
Reviewed by Council – 22 May 2019  

T302 - Community Centres, Public Halls, Recreation Reserves 
& Township Committees Policy 
 
Category  Townships  Type  Policy  
Policy Owner  Group Manager Community Services 

and Facilities  
Approved by  Council  

Last Approved Revision  May 2019  Review Date  June 2022  
 
PURPOSE  
This policy outlines Council’s expectations of and towards Committees that operate as Sub 
Committees of Selwyn District Council. It does not relate to Committees which have a separate 
legal status (e.g. Trust / Incorporated Society).  
 
ORGANISATIONAL SCOPE  
The policy addresses the relationship between the Council and these sub-committees and 
describes their role and function. Guidelines to support the revised policy will be developed to 
guide interpretation of the policy by Council officers.  
 
THE POLICY  
 
1. Community Centre, Public Hall, Recreation Reserve and Township Committees  
 
Community Centre, Public Hall, Recreation Reserve and Township Committees shall operate as 
sub-committees to the Selwyn District Council provided they do not have a separate legal 
status.  
 
As sub-committees of Council, committees are subject to the same legislative requirements as 
Council. All sub-committees will operate within the following guidelines.  
 
This policy does not apply to facilities and reserves directly managed by Council.  
 
Council managed facilities and reserves do not have committees. However, all facilities and 
reserves directly managed by Council are required to routinely provide opportunities for 
engagement between Council through the Centre Manager and the user groups of Council 
centres as well as with the users themselves and the local community.  
 
(a)  The committees with stewardship of community centres, public halls and townships and 

reserves shall have a minimum of five and a maximum of thirteen elected community 
members. 

 
(b)  Elected community members are required to be resident or ratepayers in the District.  
 
(c)  A District Councillor or Malvern community board member shall be appointed to each 

committee and shall have the same powers there as an elected community member.  
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(d) All district Councillors and Malvern community board members shall have speaking rights 
at committee meetings.  

 
(e)  The term of office shall be three years.  
 
(f) The elections shall be held within three months following the Local Government elections, 

and be publicly notified 14 days prior to the election of committee members. Council will 
provide limited support for advertising.  

 
(g)  Each committee shall elect from within its members a chair and secretary and make 

appointments as appropriate.  
 
(h) The committee shall keep a true and accurate record of all meetings, and shall forward a 

copy to the Council within four weeks of each meeting.  
 
(i)  All budgets related to halls and community centres are determined as part of Long Term 

Plan, Annual Plan and Asset Management Plan processes. Each committee shall be 
encouraged to participate in these processes at the appropriate times.  

 
(j)  Exceptions to clause i). Where there is significant Health and Safety risk or is urgently 

required to protect an asset from deterioration or immediate loss of service. In such 
circumstances only Council officers with relevant delegations will make associated 
decisions.  

 
(k)  All expenditure must be posted against an appropriate general ledger code. Expenditure 

on approved budgets must be authorised by a Council officer with the relevant delegations, 
via Council’s electronic purchasing system.  

 
(l)  In the case of incidental expenses, arrangements may be made by an authorised Council 

officer to enable timely payment of expenses within budget, directly to the supplier.  
 
(m) Any revenue generated by any committee is required to be deposited into the appropriate 

Council bank account.  
 
(n)  All persons employed to provide services to Council-delegated Committees shall be 

employees of Council and subject to Council recruitment and employment policies and 
processes.  

 
(o)  Committees will work cooperatively and collaboratively with other Council committees in the service 

of communities.  
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APPENDIX FOUR 

ADVICE RECEIVED FROM LEGAL FIRM TO COUNCIL REGARDING COMMITTEES 

 

 Community committees are a “subordinate body” of the Council 

 Subordinate bodies have no separate legal status and are subject to the control of the 
Council 

 Subordinate bodies may have delegated power/authority from Council to carry out their 
activities 

 Council has an obligation to ensure that these bodies have appropriate governance 
structures and effective, open and transparent processes 

 Delegations to subordinate bodies need to be clear, specific and in writing 

 This is to:  

 Ensure the body understands its role and functions 

 Reduce the possibility of the body acting outside its delegation 

 Ensure the Council maintains control over its subordinate bodies 

 Subordinate bodies should have a constitution in place, outlining their 
delegations 

 Council should only delegate functions considered appropriate to councillors 

 Council should keep clear records of delegations 

 Council should provide support and advice 

 An incorporated body has a separate legal status and cannot be a committee of Council 

 Council is not able to delegate powers or duties to an incorporated body. Residents 
Associations/Incorporated bodies cannot be delegated to by Council.  
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APPENDIX FIVE 

How to run a Triennial Election Meeting (TEM) 

 

WHAT IS A TRIENNIAL ELECTION MEETING 
To be held within 3 months following local body elections, this 
meeting provides an opportunity for stakeholders to review the 
activities and plans of the committee and to report on 
performance and to elect the committee and officer bearers for 
the next three-year term. 
 
It is an opportunity to let the community know how the 
committee has been engaging on their behalf during the past 
three year term.  The Triennial Election Meeting is required to be 
advertised at least 14 days prior to the meeting date and 
welcoming to all residents/ratepayers. 
 
SAMPLE AGENDA 
1. Welcome by the Chairperson 

2. Apologies 

3. Confirmation of the minutes from previous TEM 

4. Matters arising from the minutes 

5. Chairperson’s report 

6. Financial report / presentation of the financial statement 

prepared by Council 

7. Election of Committee 

8. General Business 

9. Date of the first committee meeting  

10. Close of the meeting. 

11. Guest speaker (if appropriate) 

12. Refreshments 

A Secretary is required to record the minutes. 

 
ENCOURAGING ATTENDANCE 
• Provide refreshments 

• Invite a guest speaker 

• Build the agenda around residents’ interests and concerns 

• Hold the meeting in pleasant surroundings and at a convenient 

time 

• Check with other community groups/committees in your area 

when they are holding their AGM so you don’t clash with dates 

and times. 

 

MEETING FORMAT (suggested format only) 
 
1. WELCOME 
I declare the (2019) Triennial Election Meeting of (Name of 
Committee) open.  It is a pleasure to welcome Councillor (name) 
(also name any important visitors, sponsors etc) and all residents 
and members of our community.  Thank you for your interest by 
attending tonight. 
 
Mark of Respect (If appropriate) 
Please stand in silence to acknowledge those served by this 
committee who have (died) since the last meeting.    
[around 20 seconds] Thank you. 
 
The Annual reports have been circulated for your approval. 
 
2. APOLOGIES 
I now call for any apologies.  
(recorded in advance and from the floor) 
 
I move these apologies be accepted. 
 
Seconder. 
 
3. MINUTES 
The minutes of the last TEM have been circulated. 
 
Are there any amendments? 
 
Would someone present at the last TEM move that this is a true 
and correct record of what took place at the last TEM? 
 
Seconder. 
 
Those who were present and are in favour please say Aye, 
Against? CARRIED. 
 
The chairperson now signs the minutes as correct. 
 
4. MATTERS ARISING 
Is there any business arising from the minutes? 
 
Briefly discuss any topics raised. 
 
5. CHAIRPERSON’S REPORT 
I will now present the Chairperson’s report. 
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The Chairperson reads the report. 
 
The report is now open for discussion. 
 
There being no (further) discussion would someone move the 
report be adopted. 
 
Seconder. 
 
Those in favour please say Aye. Against? CARRIED. 
 
6. FINANCIAL REPORT 
I now call on (the Treasurer) to table the Financial Report 
prepared by Council. 
 
Treasurer: I move that this report be received. 
 
Seconder. 
 
Chairperson: The report is now open for discussion 
The Treasurer answers questions. 
 
There being no (further) discussion would someone move the 
report be adopted. 
 
Seconder. 
 
Those in favour please say Aye. Against? CARRIED. 
 
7. ELECTION OF COMMITTEE  
I move that those persons eligible and willing to stand for the 
committee be elected as one body. 
 
The following [number] people have indicated that they are 
willing to stand for re-election; (List them). 
 
The following representatives have been nominated to represent 
[name of sports body or other that the person represents] 
[name], repeat for each special interest nomination. 
 
Are there any further nominations? (List names). 
 
If the number of nominations do not exceed the limit,  
An election is not necessary and election can proceed as below. 
 
Seconder. 
 
Those in favour please say Aye, Against? CARRIED. 
 
(Names) are duly elected. 
 
If an election for the committee is required follow the rules that 
pertain to this event. 
 
We also welcome Councillor [Name].   
Malvern Board Member [Name] to the committee. 

I move that the (year) report of the (committee) be received. 
 
Seconder. 
 
8. GENERAL BUSINESS 
The next item on the agenda is general business.  
Is there any general business? 
 
9. FIRST COMMITTEE MEETING 
The date for the first committee meeting will be 
(Day/Date/Month). 
 
Election of officers will take place at this meeting. 
 
10.  CLOSE MEETING 
 
There being no further business I declare this Triennial Election 
Meeting closed (record the time). 
 
 
11.  GUEST SPEAKER 
 
Introduction 
 
 
12.  REFRESHMENTS 
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APPENDIX SIX: 

GUIDE TO RECORDING AND SENDING MINUTES OF A COMMITTEE MEETING. 

The Agenda will follow the same numbers and headings as below but may also include supporting documentation 

Minutes of COMMITTEE NAME 
Date, Time and Venue 

 
1. Attendance 

 Members / Guests / Public attending 
 

2. Apologies 
 Moved / Seconded / CARRIED 
 

3. Confirmation of Minutes 
 Moved / Seconded / CARRIED 
 
 Matters Arising 
 

4. Correspondence 
 Inwards  
 
 Outwards 
 
 Moved / Seconded / CARRIED 
 

5. Financial Report 
 Moved / Seconded / CARRIED 
 

6. Reports from members (this may include hall report; maintenance; tennis report; etc) 
 Moved / Seconded / CARRIED 
 

7. General Business 
 

8. Closing remarks 
 Note time meeting ended 
 
SIGNED ON ………………. DAY OF ……………………………… 2019 
 
……………………………………………………………………… 
CHAIRPERSON 
 

 

SENDING COMMITTEE MEETING MINUTES TO COUNCIL 
• Name the file using the following convention:  YYYY MM DD + FULL Name of the Committee (Not just letters) e.g., 

“2019 09 27 Prebbleton Reserve Management Committee.”   2019 09 27 is 27 September 2019. This is the format 
required by SDC Sharepoint system. 

 
• Save the original as .doc or .pdf.  We cannot publish a scanned document to the website, even if saved as .pdf.  
 
• Email with file attached to SDC; committees@selwyn.govt.nz   which is monitored during business hours. 

 

ACTIONS (From this meeting) Date to be 
completed/status 

RESPONSIBLE COMMITTEE 
MEMBER 
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APPENDIX SEVEN 

HOW TO ACCESS COMMUNITY COMMITTEE EMAIL 
 

New Committee Officers: Initially, the username will be advised to a personal email address.  Send an email 
from your personal email account to committees@selwyn.govt.nz with your name, name of the committee and if 
Chairperson or Secretary and a telephone contact number (business hours).  Once we have validated that you 
can receive the information you have requested we will reply with the Committee Username. 
 

It is SDC policy that we do not send passwords by email, therefore you will receive the username by email and 
the temporary password by telephone call. 
 

You can access your Community Committee email from any internet-connected computer 
Copy the address below in to the website browser.  This will give you access to the Selwyn District Council email 
system. 
 

https://mail.selwyn.govt.nz/owa 
Note the 's' after 'http'. This website is the Outlook Web Access online version of your email and press ENTER 

 
 

(If you're prompted about the "security certificate" just click the option to go past it) 
 

You should come to this page (fields will be blank and you will need to fill them in as below): 

 
 
To login in, enter SDC\followed by your own username and then the temp password  
 

1. Domain\user name: Example: SDC\chair.arth.ai  
2. Password: Temp password as advised to you by SDC 
3. Click Sign in 

You will then be taken to the following page: 

  

mailto:committees@selwyn.govt.nz
https://mail.selwyn.govt.nz/owa
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You MUST change the password before you continue. 
Do the following: 

a) Enter the temporary password advised by SDC officer in the Current Password field. 
b) Enter your new password (your own choice) in the New Password field 
c) The new password has these requirements:  

1) At least 8 characters long 

2) Must contain one upper case (capital) letter 

3) Must contain one number 

d) Enter the new password again in the Confirm New Password field 
e) Click Submit. 

This process will need to be repeated every 6 weeks. 
You will receive an email reminder to your @selwyn.govt.nz email address 
NB: You need a new password each time 
Remember to always log off 
 
The next time you want to log on 
Enter:  https://mail.selwyn.govt.nz/owa   in your browser 
You will then come to this page below: 
 

 
 
After SDC\ enter you username e.g., chair.arth.ai so it looks like this: SDC\chair.arth.ai 
Password: will be the new password you have chosen 
If you require any assistance with accessing your email please contact Gail on 347 
2752 committees@selwyn.govt.nz 

 
HOW TO ACCESS COMMUNITY COMMITTEE MINUTES ON THE SELWYN DISTRICT COUNCIL WEBSITE 
 
Navigate as below;  

https://www.selwyn.govt.nz/your-council/community-board-And-committees/council-community-
committees/committees-details 
 

Choose the committee and click the link to minutes.   
 
To request changes to committee member details please email committees@selwyn.govt.nz from your 
@selwyn.govt.nz email and changes will be made as soon as possible.   
 

https://mail.selwyn.govt.nz/owa
mailto:committees@selwyn.govt.nz
https://www.selwyn.govt.nz/your-council/community-board-And-committees/council-community-committees/committees-details
https://www.selwyn.govt.nz/your-council/community-board-And-committees/council-community-committees/committees-details
mailto:committees@selwyn.govt.nz

