STANDING ORDERS - MEETINGS

PURPOSE

To document the standard rules that govern the running of general meetings conducted by the AERA
Management Committee. The Standing Orders provide visibility of standard meeting processes and help to
educate Committee members on how to conduct and operate in meetings.

GENERAL

1. These standing orders shall be applicable to all general meetings and committee meetings and, as
appropriate, to meetings of sub committees, and shall be construed subject to the AERA Constitution

2. The AERA Management Committee will meet at least 4 times per year scheduled for two weeknights or
one weekend day to accommodate daylight savings and different time zones.

3. Meetings shall, subject to the present of a quorum, start at the time set out on the notice of meeting and
shall, subject to the discretion of the meeting, continue until all business on the agenda is disposed of.

4. If no quorum is present within 30 minutes of the starting time set out on the notice, the meeting shall
lapse, and, subject to any resolution previously passed, the president shall fix the time of the next
meeting. All business on the agenda of the lapsed meeting shall be included on the agenda of the next
meeting and shall take precedence over new business.

5. The President or, in the President’s absence, the Vice-President is the Chairperson for any general
meetings and for any committee meetings.

6. If the President and the Vice-President are both absent, or are unable to preside, the Chairperson of the
meeting must be, in the case of a committee meeting, a committee member elected by the other
committee members present.

7. Any member desiring to speak at general or committee meetings shall indicate this desire to speak by
raising their hand and when called upon by the Chair shall provide their comments. If two or more
members raise their hand simultaneously the Chair shall call upon the member who first caught the eye
of the Chair to speak.

8. Alterations to the standing orders can only be made by motion submitted to a committee meeting.

9. Any matters not dealt with in these standing orders shall be governed by the customary procedure at
meetings.

10. All committee members will always show respect and courtesy to other committee members. The Chair
will be responsible for maintaining orderly conduct during meetings.

Conflict of Interest

1. Conflict of Interest matters will be managed as described within the Standing Orders — Conflict of Interest
document.
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Agenda

1. Anagenda will be prepared for each meeting detailing the items of business before a meeting and the
order in which it is proposed that the meeting should deal with the items.

2. The order of business will be:

Welcome by Chair
Present, Apologies and Acceptance of New Members/Proxy Votes
Portfolio Allocations
Conflict of Interest Register
Amendment/Acceptance of Minutes from Previous Meeting
Business Arising out of the Minutes
Online Motions
Correspondence:
i. Inwards
ii. Outwards
President’s Report
State Reports
Treasurer’s Report
Insurance Report
. National Ride Entry Statistics
Portfolio Reports:
i. AERA Registrar
ii. Website/Webmaster
iii. Communications and Promotion
1. Social Media
2. Promotions
iv. AERA Database Sub-committee
v. Chief Stewards and TPRs
vi. National Veterinary Panel
vii. Horse Welfare and Invasive Treatments
viii. Medication Control
1. Report on Swabbing completed
2. AERA EADCM Panel
ix. Biosecurity
X. EA Endurance Committee
xi. Governance and Policy
xii. Tom Quilty Gold Cup
o. Rulebook
i. Rule Changes for first vote
ii. Rule changes for second vote
p. General Business
g. Next Meeting Date
r. Closure

@ 0 o0 T W

.33.—.7v‘.—'.—'

3. The agenda will be provided to committee members 10 days prior to the date of meeting. All reports
and correspondence must be received by the Secretary 12 days prior to the date of the meeting.
The agenda will be provided to DAs after the agenda has been previewed and approved by the AERA
Management Committee members

4. Once the initial agenda has been delivered the Secretary will forward to Committee members any late
items that are received and which are to be included on a Subsidiary Agenda. The Subsidiary Agenda,
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with additional late items, will be delivered to committee members 2 days prior to the date of the
meeting.

Attendees at AERA Management Committee meeting

1. AERA Delegates and Honorary members will be provided with the agenda for the meeting after the
agenda has been previewed and approved by the Management Committee.

2. AERA Delegates may attend the AERA Management Committee meeting but cannot vote and will be
asked to leave the Management Committee if an agenda item is considered sensitive.

3. AERA Sub-committee members are required to provide a report to the Management Committee of any
activity that has occurred since the previous meeting. A report is not required for every meeting. Sub-
committee members may attend the MC meeting to speak to that report and can stay for the rest of the
meeting but not comment on any matter unless invited to do so. Sub-committee members will be asked
to leave the Management Committee meeting if an agenda item is considered sensitive.
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Minutes

1. The Committee must ensure that minutes are taken and kept of each committee meeting.
2. The minutes must record the following:

The names of the members in attendance at the meeting

A Conflict of Interest register

The business considered at the meeting

Any resolution on which a vote is taken and the result of the vote
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3. The minutes from the previous meeting will be reviewed during the meeting and any inaccuracies or
amendments noted prior to putting a motion to accept the minutes as a true and accurate record of the
previous meeting.

4. Once the minutes are confirmed they become prima facie evidence of the proceedings recorded.

5. Minutes of a committee meeting shall be distributed within 14 days of the date of the meeting for
Committee members to review and provide amendments for omissions or errors.

6. In camera discussions will be documented and motions recorded. The full minutes will be provided to
committee members. Any other distribution of minutes will include a generic, non-identifying brief

description of the outcomes.

7. Draft abridged minutes (without in camera discussions) will be posted on the AERA website within 28
days of the date of the meeting.

8. A final version of the minutes will be posted once the minutes are accepted at the next AERA meeting.

Motions

1. No member, other than the proposer of a motion or an amendment shall speak to the motion until it has
been seconded. A motion or amendment lapsing for want of a seconder will be recorded in the minutes
as a lapsed motion.

2. A motion or amendment before the Chair shall not be withdrawn except by its mover and by leave of the
meeting. No motion shall be withdrawn while any amendment is under discussion or after any
amendment has been adopted.

3. |Ifrequired to do so by the Chair the proposer of any motion of amendment shall submit it in writing.

4. A motion or amendment before the Chair may be reworded by the mover subject to leave of the meeting.

5. When an amendment is before the chair, discussion shall be confined to that amendment. No further
amendment shall be proposed until the amendment before the Chair has been disposed of.

6. Each member will be given the opportunity to speak for or against the motion once. At the discretion of

the Chair, further options to discuss the motion may be provided to each member who has already
spoken.
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7. Any member may raise a point of order, which shall take precedence over all other business, and which
shall be open to discussion. The point must be raised at the time the alleged irregularity occurred. An
explanation or contradiction shall not constitute a point of order.

8. If votes are divided equally on a question, the question shall be deemed to be decided in the negative

9. A member may at any time, whether another speaker has the floor or not, move, “That the question be
now put”, which motion, if accepted by the Chair, shall be put without amendment or further debate.
The Chair shall have absolute discretion to accept or refuse the motion. The Chair may also, without
returning a motion, put the question to the vote if the Chair feels that adequate discussion has taken
place.

Online Motions

1. Matters requiring urgent attention can be dealt with using electronic/online communication methods.
2. Non-urgent matters should be held over until the next committee meeting.

3. Acorrectly framed motion should be put to the committee with a proposer and seconder as per standard
motion protocols.

4. Where a seconder is not forthcoming the motion will be deemed to be lapsed.

5. Atime frame will be set for the voting period with no votes being accepted after the expiration of the
time frame. The current time frame for voting has been set at 7 days.

6. Lack of response to a voting request will be construed as a non vote and will be excluded from the count
of votes.

7. The Secretary will tally the votes and communicate the outcome once the voting time frame has expired.

8. The motion will be included on the agenda for the next committee meeting.

Correspondence

1. Allinwards and outwards correspondence, received by the secretary or any other member of the
committee, will be detailed on the Correspondence register within the Agenda and will include a
summary of the subject matter.

2. Where the correspondence relates to a complex matter the documentation will be included as an
appendix to the Agenda.

3. All actions, including simple receival of correspondence, arising from the correspondence will be
documented in the minutes.

4. All correspondence must be signed — either electronically or manually. Unsigned correspondence will not
be considered by AERA and the Secretary will respond with advice as to the rejection. Conveyance of
correspondence via an email will not be construed as being accepted as a signature.

5. Correspondence received from members of a Division Association (DA) will be dealt with by AERA and the
DA shall be notified at an appropriate time, as determined by the AERA Management Committee.
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Voting

The voting approach will be determined as per the AERA Constitution.

Legal matters

Process for dealing with legal advice.

1. Adraft of the questions is prepared by the most appropriate person (subject matter expert)

2. Draftis submitted to Committee for review and amendment, if required (in line with what was discussed
at the meeting)

3. Questions sent to AERA’s legal representative with an appropriate contact point (subject matter expert)

4. Discussions may occur between a legal representative and subject matter expert

5. Legal advisor provides written advice to the Committee

6. Response received and reviewed with regard to confidentiality and Legal Privilege and circulated to all
Committee

7. Response listed as correspondence inwards with minimal detail recorded

8. Response reviewed and appropriate outcomes determined
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