Procedures and Etiquette for Meetings
The meetings held by ACTEBA for captains, exists to allow the dispersion of information and discussion of issues relevant to eight-ball in general and ACTEBA members in particular. It is important that these meetings be conducted in an orderly fashion, this allows for the most efficient and effective meetings.
Set out below are general guidelines and procedures for such meetings, failure to comply by an individual/s will not be tolerated. Repeated failure to comply will result in offenders being asked to leave, and no meeting point awarded.
Prior to each meeting the Secretary of the association puts together an agenda for the meeting, it is necessary for all members who have an issue to raise to ensure that it is included in this agenda. It is important that all members present are familiar with agenda, copies being available at the start of each meeting. Points of information and discussion may be raised in general business, but only those points that are stated in the agenda (or reports of committee members) may be voted upon at that meeting. All other points requiring votes will be held over until the next meeting, where they shall be on the agenda. It is advisable for members who wish to raise issues in general business to inform a member of the core executive (preferably the president or secretary at the start of meeting) to ensure that an orderly meeting.
In general;
•     only those recognised by the chairperson (usually the president or recognized deputy) of the meeting may speak. Those wishing to speak are to raise their hands and wait until asked to speak by the chairperson. Interruption of a recognized speaker will not be tolerated, and will be deemed to have breached these guidelines. Please attempt to keep all discussion on topic, and avoid personal attacks, failure to do so will result in the floor passing to another.
•     only those members who have voting rights may participate in votes, i.e. captains, those holding proxy votes, and committee members. All others present are asked NOT to act in response to a call for votes.
•     any captain may put forward a motion, and any captain may second a motion that is on the floor.
•      the chairperson will ask for people to speak for and against a motion (after a motion has been put forward and seconded), those wishing to do so, must make themselves known to the chairperson, and will be asked to speak in turn. Upon completion of this a vote will be taken, those with more than a single vote are to ensure the number of votes they hold is known. Those voting FOR, are voting to support the motion, those voting AGAINST, are voting to oppose the motion, those ABSTAINING, feel they can not, or should not, support or oppose the motion. It is important for a captain to ensure they are respecting the likely will of their team.
An example of a meeting following the agenda is set out here, the text in italics explains the actions required at various times:
The meeting is called to order by the chairperson.
1.    Apologies.
// is here that all members who were unable to attend should be mentioned, in particular if a member has a proxy, the person whose proxy they are holding should be mentioned here.
2.    Proxy Votes.
A proxy vote may be sent if a voting member is unable to attend the meeting. This proxy must be in writing, clearly stating who it is for, and who is delegated to vote on their behalf, signed and dated by the voting member. These proxy forms are then submitted to the Secretary.
3.    Minutes from previous meetings.
The summary of the previous meeting is submitted and the meeting votes to accept them based upon the minutes being a fair and accurate representation of the meeting.
4.    President's Report.
The President reports on their,activities for the last month, and on any issues they feel require attention. All issues raised within this report may be voted upon at the meeting and not held over. Also any questions that are relevant to the President should be asked at the end of their report.

5.    Vice President's Report
The Vice-President reports on their activities for the last month, and on any issues they feel require attention. All issues raised within this report may be voted upon at the meeting and not held over. Also any questions that are relevant to the Vice-President should be asked at the end of their report.
6.    Secretary's Report.
The Secretary reports on their activities for the last month, and on any issues they feel require attention. All issues raised within this report may be voted upon at the meeting and not held over. Also any questions that are relevant to the Secretary should be asked at the end of their report.
1.   Treasurer's Report.
The Treasurer reports on their activities for the last month, and on any issues they feel require attention, including the current financial status of the association. All issues raised within this report may be voted upon at the meeting and not held over. Also any questions that are relevant to the Treasurer should be asked at the end of their report.
8.    Tournament Director's Report
The Tournament Director reports on their activities for the last month, and on any issues they feel require attention, including the current status of the tournaments of the association. All issues raised within this report may be voted upon at the meeting and not held over. Also any questions that are relevant to the Tournament Director should be asked at the end of their report. This includes concerns about venues, though these should be accompanied by a written submission to the Tournament Director.
9.    Fund Raising Coordinator's Report.
The Fund Raising Coordinator reports on their activities for the last month, and on any issues they feel require attention. All issues raised within this report may be voted upon at the meeting and not held over. Also any questions that are relevant to the Fund Raising Coordinator should be asked at the end of their report.
10. Junior Development Officer's Report.
The Junior Development Officer reports on their activities for the last month, and on any issues they feel require attention. All issues raised within this report may be voted upon at the meeting and not held over. Also any questions that are relevant to the Junior Development Officer should be asked at the end of their report.
11. Head Coaches Report
The Head Coach reports on their activities for the last month, and on any issues they feel require attention. All issues raised within this report may be voted upon at the meeting and not held over. Also any questions that are relevant to the Head Coach should be asked at the end of their report.
12. Head Umpires Report
The Head Umpires reports on their activities for the last month, and on any issues they feel require attention, including any rulings they have made in the last month. All issues raised within this report may be voted upon at the meeting and not held over. Also any questions that are relevant to the Head Coach should be asked at the end of their report.
13. Present.
This list represents those captains, or their representatives, who were present at the meeting. And forms the basis for awarding of meeting points. It is the responsibility of the individual to ensure their name is on this list.
14. General Business.
It is here that issues submitted to the secretary will be placed, if they are on the agenda they can be voted upon at that meeting. All members that have issues they feel require attention should be raised here, and will be voted upon, should it be necessary, at the NEXT meeting. It is therefore in the individuals best interests to ensure pressing matters are included in the agenda.
