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Introduction
Regular attendance at Board, State Council, and State Committee meetings is essential in order to maintain continuity and cohesion in the governance of the Country Women’s Association of Victoria Incorporated. 
Purpose
This Attendance Policy is intended to encourage regular attendance at Board, State Council, and State Committee meetings, and to provide procedures to deal with any failures in such attendance.
Policy
Board Members, State Council members, and members of State Committees are expected to demonstrate their commitment to the Association by unbroken attendance at the meetings of the bodies on which they sit, except when prevented by unforeseeable events. Board Members’ attendance at regularly scheduled Board meetings will be published in the Official Annual Report.
Where technology is used to allow for remote access to a meeting in real time, the technology must be of sufficient standard to allow members to clearly and simultaneously communicate with each other (Constitution Clause 6.14). Where such technology is unavailable, it is expected that members are physically present, except in exceptional circumstances where prior arrangements are made. 
This policy is effective immediately upon adoption by the Board.
Responsibilities
All members are expected to attend at least 75% of meetings of the bodies on which they sit. 
It is the responsibility of the State President to monitor the attendance of each member of the Board and State Council and to issue warnings as appropriate. 
It is the responsibility of the Chairperson of a State Committee to monitor the attendance of each member of the committee and to issue warnings as appropriate. 
It is the responsibility of Board Members, State Council members, and State Committee members to attend meetings of the bodies on which they sit unless absence is unavoidable, and if absent, to notify the Chairperson of the meeting of their absence (in advance whenever possible), and request leave of absence.
Group Presidents, who have a key communication role between the Board and State Council and the members in their Groups, have a responsibility to organise a replacement representative for their Group if they are unable to attend State Council. This representative should be a past Group President of the Group.
Procedures
The Chairperson of the meeting is responsible for planning the schedule of meetings of the Board, State Council, and State Committees. The schedule of meetings is to be distributed to all members well in advance.
The Chairperson of the meeting is to issue all members with a copy of this attendance policy, and all members are to sign a commitment to adhere to the policy at the commencement of their term of office.
The Chairperson of the meeting is to notify members of forthcoming meetings no sooner than 21 working days, and no less than 5 days, before the set date of the meeting. (The State President may delegate this duty to the Member Services Team Leader.)
Where members are prevented from attending a meeting of any of the bodies on which they sit, they should notify the Chairperson of the meeting of their intended absence, and request leave of absence.
Where a meeting is to be held either in the form of a teleconference or online, the Chairperson of the meeting should notify members accordingly. Participation in these meetings shall be equivalent to attendance at a regular meeting.


Procedures to be implemented in cases of absence without leave
Board Members, State Council members and members of State Committees who are absent without leave from two meetings (consecutive or otherwise) of bodies on which they sit are to be reminded of the Association’s expectations by the Chairperson of the relevant body. 
If the member’s difficulties are resolvable, then the Chairperson shall attempt to resolve them.
If no mutually satisfactory resolution is reached, and the member is absent without leave for three consecutive meetings, but the member wishes to continue to hold office, then the member is to be asked to submit a statement to the State President. The statement should state their reasons for believing that they should be allowed to continue to hold office. The Chairperson of the relevant body, if this is not the State President, is to submit a statement to the State President, giving the record of attendances and absences of the member, any leave of absence granted, dates and details of when the Attendance Policy was provided to the member, schedule of meetings was issued, notification of meetings given, warnings given and attempts made to resolve the situation. 
For Board Members and State Council Members, the Chairperson is to call a Special General Meeting, in accordance with Constitution Clause 9.5, and inform members that in accordance with Constitution Clause 9.9 a Special Resolution to remove a member from office will be put to the meeting. The State President will either attend and chair the meeting herself, or appoint a Senior Office Bearer to do so. The statements of the member and the Chairperson will each be provided to those entitled to vote at the meeting, and they are to be given the opportunity to speak. 
The Special Resolution must pass by a 75% majority: see Clause 9.10 of the Constitution.
Members of State Committees are appointed by the State President, and the State President, after considering the statements of the member and the Chairperson of the Committee, has the right to remove the member from the Committee. If she so decides, she is to inform the Chairperson and the member that the member is no longer a member of the committee.
When any person has been removed from office on the Board or State Council, then the procedures given in Election of Board Members and State Council Members: Policy and Procedures and Election of Group Officers: Policy and Procedures are to be followed to fill the vacancy. The person who has been removed from office shall retain the right, if eligible for election, to stand for election again at the next Annual General Meeting of the relevant body.



Other Relevant Policies and Procedures
Election of Board Members and State Council Members: Policy and Procedures Version 01.1 dated 20.11.2018
Election of Group Officers: Policy and Procedures Version 01.1 dated 20.11.2018

Relevant Clauses of the Constitution:
The following clauses of the Constitution are relevant to this Attendance Policy:6.14 Use of technology 
(a) A Board Member who is not physically present at a Board meeting may participate in the meeting by the use of technology that allows the Board Member and the Board Members present at the meeting to clearly and simultaneously communicate with each other. 
9.10 Special resolutions
(a) A special resolution is passed if not less than three quarters of the Voting Members who are present and entitled to vote at the meeting (whether in person or by proxy) are in favour of the resolution.
(b) In addition to certain matters specified in the Act, for the following matters a special resolution is required to be passed in the following manner:
(i) a special resolution must be passed by the relevant Branch, Group or the State Council to remove a Branch or Group Officer or a member of State Council from office; …
(iii) to remove a Board Member from office.

10.7 Leave of absence 
(a) The State President, Group President or Branch President may grant a leave of absence from meetings of the Board, Group or Branch as the case may be for a period not exceeding 3 months. 
(b) The State President, Group President or Branch President may not grant a leave of absence retrospectively unless she is satisfied that it was not feasible for the member to seek the leave in advance.
10.8 Vacation of office 
(a) A Board Member, State Council member, Group Officer or Branch Officer ceases to hold office if she: …
 (iv) fails to attend three consecutive meetings of the relevant body, without receiving leave to do so.
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