
www.gaa.ie

Club Manual
Effective Club Meetings



Effective Club Meetings
Clubs must hold regular meetings in order to discuss the affairs of the Club and make

decisions regarding all aspects of Club activity. Clubs must, by rule, hold meetings of the

Club Executive and an Annual General Meeting. Many other meetings will take place in

the Club each year including Club na nÓg (juvenile committee) meetings and various 

sub-committee meetings etc.

The manner in which these meetings are organized and conducted will play a major part in

the running of the Club. Meetings need to be conducted in an efficient manner and must

be effective in achieving results. The Chairman of the Club and the chairmen of the

various sub-committees in the Club play a key role in managing meetings. 
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General Meetings:

A Club must hold a General Meeting as its Annual General

Meeting (rule 8.1 Club constitution). This AGM is one of

the most important meetings of the year as officers are

elected to the Club Executive for the following year. The

holding of the Club AGM is discussed in greater detail in

the Club AGM section of the Club manual. All General

meetings in the Club, other than the AGM are called

Special General Meetings (rule 8.1 Club constitution).The

rules governing the holding of special general meetings

are outlined in the Club constitution in the ‘General

Meetings’ section.

Executive Meetings:

The Club Executive is required to meet at least once each

quarter (rule 7.9 Club constitution). However, it is

recommended that the Club Executive should meet at

least ten times per year and most Club Executive

Committees now meet at least once a month. 

“All General
meetings in the Club,
other than the AGM
are called Special
General Meetings.”

1: General and Executive Meetings
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The efficient transaction of committee business calls

for set procedures. The extent to which these are put

into force varies a good deal. Generally, the

contributions of individual members are limited by

rules which are interpreted and applied by the Club

Chairman. These rules of procedure are designed to

help keep order and to enable sound and acceptable

decisions to be reached quickly. 

Broadly speaking the rules of procedure will ensure:

• That for practical purposes, the majority decision is the

right one

• That at a committee meeting, the majority vote will

represent the committee's opinion

• That the minority will agree with the majority ruling

2: Meeting Procedures
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The Club Chairman should set the meeting ground

rules at the beginning of his/her term and ensure that

they are adhered to. 

Here are a few examples

• A Club should have Executive meetings at regular

times and dates. It is helpful to specify a night and

time such as the first Monday of the month at 8pm

• Meetings start and end on time. Do not allow the start

time be dictated by latecomers

• Participation from everyone is encouraged

• Comments are to be non-judgmental

• People will not interrupt speakers

• Assigned tasks from the meeting will be done on time

3: Establish the Ground Rules    
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Purpose of an Agenda (Clár):

An agenda is a key part of the planning process for a

meeting. It helps to inform all who attend of the scope of

the topics to be covered. It also helps each member to

prepare, so that those present will have the necessary

information and documentation for discussion. A good

agenda will help towards productive discussion and

decision making.

Qualities of a good agenda

All items on an agenda should be capable of being dealt

with in the time allocated for the meeting. A long and

winding agenda will usually be unproductive as the last

few items usually get rushed.

Each item should be explained so that the members know

exactly what is meant and each item should have only one

interpretation. Matters on the agenda should be in order

of priority, ensuring that all essential business is

transacted first.  The first three items on an agenda are

usually the minutes of the previous meeting, matters

arising from the minutes and correspondence.

Example Clár: 

1. Minutes

2. Matters Arising

3. Correspondence

3. Report from County Committee meeting

4. Finance

5. Fixtures (team issues)

(a) Adult

(b) Juveniles

6. Sub-Committee Reports

(a) Juvelile Section

(b) Games/Coaching

(c) Physical Development Committee

7. Update on Club registrations

8. Any other business

4: The Agenda      
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Meeting Minutes:

It is the responsibility of the Secretary to record the minutes

of a meeting. This is also discussed in the section of the

Club manual dealing with the role of the Club Secretary. 

Writing of the minutes should be done as soon as possible

after the meeting and be written in An official Club Minute

book. The Secretary should not try to write everything

down, but note the main points of the discussion. If in

doubt about decisions, the Secretary should ask the

Chairman for clarification. Minutes are not a verbatim

account of the business of the meeting

Approval of Minutes

At each meeting, the minutes of previous meeting must be

read to those present. The minutes are then agreed as

being accurate (amendments made if necessary), proposed

and adopted. The adopted minutes must be signed by the

Chairman and Secretary (Rule 7.14 Club constitution).

Note: The item "Matters Arising from the Minutes" is

intended to report on progress on minor matters. Matters

of importance should form separate items on the agenda. 

5: The Minutes
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Qualities of a Productive Meeting 

A productive meeting is one where healthy discussion

takes place, clear decisions are taken and progress from

the previous meeting can be demonstrated. Remember,

meetings that are relatively short and to the point are often

the most productive.  

A poor meeting is one where discussion takes place in an

uncontrolled manner, is dominated by a few participants

and lasts much longer than necessary. Decisions are few

and far between and are unclear to those present.  

If meetings are constantly starting late, involve a few

people doing all the talking and fail to make progress,

people will not attend. Such meetings waste time and

effort, de-motivate those present and diminish the

importance of meetings, causing people to stay away. This

is not a positive situation for the Club and will lead to the

view that the Club is poorly managed and that a ‘closed

shop’ exists.  

5: Productive Meetings
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Only Full Members, whose membership fees are paid up to

date in accordance with Rule 6.2 of the Club constitution,

and who are not suspended or disqualified are eligible to

vote at a General Meeting, including the Club AGM (rule

9.1 Club constitution).  

At any General Meeting a resolution put to the vote of the

meeting is decided on by a show of hands. However either

on or before the declaration of the result of the show of

hands, a ballot can be demanded by the Chairman or by at

least five members present and entitled to vote (rule 9.3 of

the Club constitution). A Secret Ballot must be carried out

to decide the result of any contest for any elective position

(rule 9.6 of the Club constitution). 

Unless a ballot is demanded, the Chairman should declare

that a resolution has on the show of hands been carried. An

entry to that effect should be entered in the book

containing the Club minutes and is conclusive evidence of

the result of the vote (rule 9.4 of the Club constitution).  

In the event of a vote resulting in a tie, whether the vote has

been conducted by secret ballot or show of hands, the

Chairman has the casting vote in addition to his vote as a

member. The exception to this is in the case of a vote for an

elective position where the outcome of the tie is decided by

lot (rule 9.2 of the Club constitution).  

All decisions at General meetings and Committee meetings

are taken by a simple majority of those present  entitled to

vote and voting (rule 4.3 Official Guide).  

Any decision taken at a duly convened meeting of any

Committee or Council of the Association, can not be

rescinded at a subsequent  meeting, unless due notice of

intention to propose  rescindment has been previously

conveyed to each  member, and the consent of two thirds

of those present entitled to vote and voting is obtained

(Rule 4.3 Official Guide).For the rules in full, consult the

section in the Club constitution dealing with General

Meetings and Voting.  

5: Voting at Club meetings, including the Club AGM
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“At any General
Meeting a resolution
put to the vote of the
meeting is decided
on by a show of
hands.”


