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Conference Meeting Minutes
Date:				Time: 				Venue:
Chair:								Minute Taker:	
Welcome and Apologies
Attendance: [Insert Names]
Apologies: [Insert Names]
Opening Prayer and Spiritual Reflection
Led by:
Confirmation of Previous Minutes
Moved: [Insert Name]					Seconded: [Insert Name]
Accepted / Amended: [Select one]
Actions Arising from Previous Meeting
	Action Item
	Responsible
	Status / Comments

	
	
	

	
	
	

	
	
	



Reports
President’s Report: [Insert key points or updates]
	Discussion Points
	Actions / Responsible Person

	[Insert details here]
	[Insert details here]

	
	

	
	

	
	



Treasurer’s Report: [Insert summary or attach document]
	Discussion Points
	Actions / Responsible Person

	[Insert details here]
	[Insert details here]

	
	

	
	

	
	



Companion Reports
Summary of visits and assistance provided: [Insert key points or issues raised]
Follow-up required: [Insert details if applicable]
	Discussion Points
	Actions / Responsible Person

	[Insert details here]
	[Insert details here]

	
	

	
	

	
	



Twinning and Overseas Development: [Insert updates or nil report]
	Discussion Points
	Actions / Responsible Person

	[Insert details here]
	[Insert details here]

	
	



Safeguarding / WHS
	Discussion Points
	Actions / Responsible Person

	[Insert details here]
	[Insert details here]

	
	

	
	



General Business
	Discussion Points
	Actions / Responsible Person

	[Insert details here]
	[Insert details here]

	
	

	
	

	
	

	
	



Dates to Remember
[Event Name] – [Date] – [Location]

Next Meeting
Date:				Time: 				Venue:
Closing Prayer
Led by:

Minutes prepared by: 				 Date: 

NB: With respect to Visitation Reporting, article 5 of Part 111 of the Rule states that;
The Conference is responsible for the security of records that hold personal information of companions and other people assisted by the Conference.  Members will be supported by the Society to understand and to comply with the provisions of the relevant privacy laws relating to the storage, the exchange and the destruction of personal information. Information recorded in Conference minutes or shared with the Conference should be in summary de-identified form only, respecting the dignity of the Companions and people we assist. Personal details of Companions should not be kept on a member’s private computer or smart device. Reporting of activities by the Conference must be done in a manner that does not enable any person assisted to be identified.
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