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	SIX MINI TUTORIALS


	Concept


	Refreshers for the next meeting:
Deliver a 2 minute tutorial on a procedural aspect or tips on delivering a form of speaking 


	Aim
	· Refresh members knowledge on the chosen topic

· Skill development for the presenter in preparing and delivering the mini tutorial 


	How it works
	Pre-meeting

1. Undertake the research
2. Prepare the handout 

Where it occurs in the meeting

Usually at the end as it is relevant to the next meeting 


	Tips
	· Keep to the time limit of 2 minutes
· Prepare a handout or use the attached

· Encourage members to build up a portfolio of the mini-tutorial handouts for future reference

· Ideal for Forums with new members

 

	Pitfalls 
	· Too much information 


	Possible Topics
	The choice is wide.  The ones prepared to date and following are:

· Enjoying the Biannual – the Business of Forum
· Minutes – “Who needs them”?

· Soapbox – “Go on – get on your high horse”.
· Community Notice – share your interests.
· On This Day – a great starter.

	Contact Person
	Toowoomba Forum – Penny Hamilton
Phone:  46966452  Email: penny@gushamiltonconsulting.com 

	Your ideas for improvement
	Once you have used this technique jot down your ideas for improvement

· ……………………………………………………………………………….

· ……………………………………………………………………………….

	Enjoying the Biannual Meeting … the Business of Your Forum




1.
What is it?

· The business meeting of the session and finalises the session

· It deals with facts and figures, reports, domestic arrangements, your new committee and making things better

· It also provides the opportunity to thank members for the work they have done during the session      

2.
What you can learn from the Biannual?

· Demonstrates the correct procedure for writing and dealing with reports – a skill that is rare in meetings outside of Forum

· Highlights the importance of thanking and congratulating people (briefly and professionally) in an organisation for work done – a skill that if practiced outside of Forum will stand you in good stead.

· Contains loads of procedure – you may become the envy of all who know you if you have this knowledge! 

3.
How should you approach it?

· Approach as a learning exercise 

· Do some pre-reading in the Constitution, Information Handbook and Office Bearers Guide

· Aim to participate by moving motions.  

· Ask questions in the meeting when you do not understand what is happening – it can take a long time to understand all the intricacies of this formal meeting and now is the best time to start. 

Attachment: Excerpt from the Information Handbook

4.4.4 
Bi-Annual/ Annual General Meeting 

· The procedure for the Bi-annual General Meeting is laid down in the Constitution.  It is the business meeting which is held as the second last meeting of the session.

· As well as the Reports, Election of Office Bearers etc., some time is usually taken up discussing the business of the Forum, possible alterations to domestic arrangements or any questions or problems that members may like to bring forward.

· The Secretary’s Report contains facts – factual information concerning membership, resignations, new members, attendance, Guest Assessors, numbers of speakers etc. and activities such as Open Session, Combined or Special Meetings during the half year from the last Bi-annual General Meeting.

· The President’s Address is entirely different.  It is neither a report nor a written essay.  It is an Address.  It should be spoken, not read.  Although pertaining to the Forum’s activities, it is not factual, but more in the nature of a reflective or philosophical presentation and its tone should be thoughtful and inspirational.  Forum Presidents display remarkable variety of thought and approach to the composition of their Presidential Addresses taking it from many different angles.

· The Ordinary General Meeting may be held before, or if preferred, after the Bi-annual General Meeting.  If there is no general business or correspondence requiring immediate attention there is no need for an Ordinary Meeting.

· Election of Office Bearers:  (See rules in the Constitution)

· It is advisable to remind members that nominations for new Office Bearers must be handed in, in writing, two weeks before the Bi-annual /Annual General Meeting.  Nominations must be signed by the proposer, the seconder and the nominee.  Should more than one nomination be received for any office, a secret ballot must be held (never a show of hands).

· At the Bi-annual General Meeting, the President would announce that two (or three) nominations have been received for the office of, say, Treasurer, and therefore a secret ballot will be held.  The names of the nominees are read out, ensuring that, before the vote is taken, everyone has heard them clearly.

· Two scrutineers are appointed to hand out squares of paper to all members, collect them after members have cast their vote and count them, checking carefully.  They inform the President of the result and the name of the successful nominee is announced.  That member is declared duly elected to office.

· In the case of a dead heat the President has a casting vote but this is not announced as such.  The scrutineers quietly inform the President that the voting has been even who then quickly decides the casting vote and just announces who has won the ballot and declares that member elected to office.  Voting figures shall be made available to the President but the number of votes cast shall not be revealed in any way.

· Where there is only one nomination for each office, The President informs the meeting that only one nomination has been received for the office of (say) Vice-President.  The President names the member and declares that person duly elected unopposed to that office.

· If an election for any position was held, at the conclusion of the announcement of all members of the Committee. Some member moves "that the ballot papers be destroyed”.  This must be seconded and put to the vote.

· The President also announces the names of the Session Assessor and the Deputy Session Assessor for the ensuing session.

	Minutes – who needs them?




1.
Why have Minutes?

· Minutes of a meeting are a legal record and as such must be accurate but brief   

· Historical documents of an organisation and must be kept permanently

2.
How are Minutes kept?

· Record the facts not the opinions

· Minute book should be a bound book and no page ever removed

· Pages should be numbered 

· No erasures should occur – just alterations which are signed

3.
How do we deal with Minutes in Toowoomba Forum?

· Minutes of a meeting will be sent to you by email or post

· At the meeting there will be 2 motions:

(i) To be taken as read – this is to confirm that members received and read the minutes – the motion is:

“Madam Chairman I move that the minutes be taken as read” 

… and for the seconder “Madam Chairman I second that motion”

(ii) A true and correct record – this is to confirm that what is written is what really happened – the motion is: 

Madam Chairman I move that the minutes are a true and correct record” 

… and for the seconder “Madam Chairman I second that motion”

4.
How do we amend the Minutes?

· Members are encouraged to correct and amend minutes – the Secretary will not get upset

· Minutes need to be amended before they are moved as a true and correct record 

· The Chairman will call for any corrections or amendments to the minutes

· Common sense must prevail – for small corrections – these are noted, changed and signed

· For inaccurate wording a motion should be moved [we will deal with that another day]

· If minutes are amended the motion is:

Madam Chairman I move that the amended minutes are a true and correct record” 

… and for the seconder “Madam Chairman I second that motion”
	Soapbox – go on… get on your high horse!




1.
What is a Soapbox?

· A soapbox is to allow you to air your views about something that really matters to you

· It is usually around 2 -3 minutes

· It should be something you feel passionate about, something that really annoys you or something quite trivial and humorous 

2.
Where do you start?

· Start by working out what you are going to ‘get up on your high horse about’ – your TOPIC 

· Consider what the PURPOSE of your soapbox is.  It could be to persuade, inform, sell an idea, encourage debate, change opinion, raise awareness of an issue or purely to entertain

· Now you know what you are going to talk about and how you are going to go about it the time has come to STRUCTURE your Soapbox.  A soapbox is a speech so it will need an introduction, a body and a conclusion.

	Introduction
	Body
	Conclusion

	2-3 sentences: Make it clear what you are talking about 
	2-3 paragraphs which builds up your case – usually aim for about 2-3  main points  
	2-3 sentences - Link back to introduction if possible 


3.
A challenge?

· The greatest challenge in a soapbox is not to say “I”… in other words don’t personalise it… but it is not the end of the world if you do.

4.
Soapboxes that I’ve seen?

	TOPIC
	Purpose 
	A snippet of content

	Stickers on apples
	Entertain and inform
	so annoying to have to peel them off

	Whistleblowers
	change opinion & raise awareness
	A plea to understand what they have to go through

	Synchronized swimming
	Entertain 
	Is it really a sport?


	Community Notice … share your interests




1.
What is it?

· Community Notice is an opportunity for you to give a brief ‘commercial’ about an up-and-coming community event 

· It may be an event that is being hosted by another group that you belong to or an event that you are passionate about  

· It has a maximum time limit of 30 seconds

2.
When does it occur in the meeting?

· Usually at the end of the meeting in any further business

3.
How should you approach it?

· Community Notice should take on a persuasive approach.  

· Listen to some radio advertisements – they are great examples of grabs of information

· It is good to finish with an action, so members know how they can participate 

4.
An example …

The Hampton Food and Arts festival is happening again on May 17.  For a mere $8 you can enjoy delicious gourmet food, market stalls, roving entertainers and a gypsy swing band.  There is a free bus service from Toowoomba, so you can enjoy a wine or two if that is your interest. Check out their website www.hamptonfestival.com and support this community – it will be painless!!
	On This Day … a great starter



1.
What is it?

· On This Day is an interesting fact about something that occurred on the day you are presenting.

· The scope is limitless – it is up to the speaker 

· It usually has a time limit of between 1 and 2 minutes

2.
When does it occur in the meeting?

· It can occur anywhere in the meeting, but it does make a great starter for the meeting

3.
How should you approach it?

· On This Day is a short speech.  It requires an introduction, body and conclusion

· It is an excellent opportunity to use visual aids 

4.
An example …

Jatz was the first brand Arnott’s advertised on television and it was on this day in 1957 that these memorable Australian ads went to air and featured the biscuit being used as an ‘easy entertainer’. 

Arnott’s makes two brands of crackers Jatz and Savoy, which look almost identical, but have slightly different recipes. Savoy is sold in Victoria and Tasmania and Jatz is sold in every other Australian state.

The reason for this is that Savoy was the first cracker launched in Australia was made by Brockhoff, a Victorian-based biscuit company, which became part of Arnott’s in 1962. They launched their cracker in 1952. Arnott’s followed five years later when they launched Jatz in New South Wales. When the two companies merged, they agreed to maintain the two separate brands due to their loyal local following.

The difference between Jatz and Savoy is just a couple of ingredients. Jatz are made using malt extract and full cream milk powder, while Savoy includes golden syrup. All other ingredients are identical. 

Their light fluffy texture is achieved by adding yeast to the biscuit dough, allowing the dough to rise, just like bread. The dough is then rolled into thin sheets and layered.

Today Australians buy more than 15 million packs of Jatz/Savoy to have on hand when unexpected guests drop in. 
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