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HINTS TO SECRETARIES ON KEEPING REGORBS
AND DOING THE WORK CONNECTED WITH
INSTITUTE MEETINGS.

This book should be used for the records of W.I. Monthly, Annual and any Special
Meetings. Minutes of committiee meetings should be kept in a separate book.
Y y

One of the duties of a W.I. Secretary is to keep records of all Institute meetings.
A specimen reccrd of a meeting will be found in * Procedure at Meetings,” which
gives full instructions to a Secretary on her work.

Records should be clear and concise. The date, time and place of the meeting,
the name of the chamman, and the number of members and visitors present, must be
recorded. Concerning the business part of the Monthly and Annual Meetings, the records
should be similar to the minutes of a comimittee meeting, stating the subjects discussed,
any decisions which have been reached and resclutions which have been carried, as well
as the names of any new members admitted. No detailed account need be given of
discussions or talks, demonstrations, etc., but such particulars as the title of the talk and
the name of the speaker should be recorded, as well as the items in the social part of the
meetmg

The Secretary will find it easier to write good records if she takes clear, short notes
arranged under the headings of the agenda which has been drawn up by the Secretary
and President. It may be helpful to time this agenda. - =

The Secretary is responsible for making business-like arrangements for every
meeting. In planning the Annual Meeting, she should consult the following N.F.W.1.
publications : Handbook, ** Procedure at Meetings "’ and “ Annual Meetings in Women'’s
Institutes.” ; ot .

The Secretary and President should co-operate in preparing the report from the.
committee to the Monthly Meeting. The Secretary should be careful to bring with her
to the meeting all letters, etc., which will be needed and to have these arranged in order
to avoid waste of time. She should remember that information contained in letters
from the National and County Federaticns, and any other important matters con-
cerning W.I. work, must be brought before the whole Institute. Questions upon which
the opinion of the Institute is asked should be put to the meeting and voted on, together
with any recommendations which the Institute committee may have made.

Speakers and demonstrators should be told beforehand how much time they are
allowed and should be given not only the hour and place of the meeting but the best
method of arriving and leaving, e.g., time of train or 'bus both ways. In writing to
invite speakers it is courteous to enclose a stamped addressed envelope or post card for
reply. :

L

The Secretary should remind the committee to appoint members to move any
necessary votes of thanks at the Monthly and Annual Meetings, and she is responsible for
seeing that the appointed members have been.asked to do this.

At each meeting before any business is discussed, the record of the previcus meeting
should be read, corrected if necessary, formally approved by members present and then
signed and dated, in ink, by the chairman. Records when signed cannot be altered. After
they have been signed any business arising from them should be discussed.

Every Secretary should possess an wup-to-date copy of the NATIONAL
FEDERATION HANDBOOK, price 1 /9 and “PROCEDURE AT MEETINGS,” price 1/-,
which contain fuller information about the dutigs of a Secretary, the arrangement of
meetings, etc., published by the N.F.W.I., 39. Eccleston St. Victoria, LondonS. W. 1.




TO THE WOMEN’S INSTITUTE MEMBER

You as a member of your local Women’s Institute are an important part of the great organizat
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of countrywomen known as the National Federation of Women’s Institutes. By enjovin
membership to the full you help to make and carry out the decisions of your Institute mem
your villages, your county, and nationally. Your membership card will tell you the aims of

Institute movement and give you the rules which have been drawn up to help to bring those zims
to pass.

The W.L Rules have been agreed to by members through their delegates sent to represent them
at the great Annual General Meetings in London. The rules are your charter of independsnce as a
member. They secure to you the right to take your share in governing not only your own Instituze
but the whole movement. The rules are worth your study so that you may play your part in helping

to keep them. Your first opportunity to take your share in the government of your Institute wiil be
at the Monthly Meeting. ,

At the Monthiy Meeting. Every Monthly Meeting begins with some business. Listen to this closely
so that you may be up to date in Institute doings. Be ready to make suggestions or to offer criticisms
when plans are being discussed. The business is your business, and when you take an active part
in it you will find it exciting. The business will be followed by some item of an educational kind.
Remember that you will only get the best from a lecturer or demonstrator if her audience is co-opera-
tive, that is alert and interested. Just to sit and listen is not enough. If questions occur to you, ask
them when the time comes. These may start discussions which will bring out useful points. When
refreshment time comes make up your mind not to stay beside those members whom you know
already. Learn to be a good mixer and make new contacts. These may bring you new interests.
‘When making conversation be careful to avoid party politics and sectarian subjects. These are
forbidden in the Institute so that those of all opinions may join freely. The Social Half-Hour with
which every Monthly Meeting should end is a very important part of the programme and every
member should stay for it. It is designed for your amusement and relaxation and you should take
a full share in it, remembering that if every one said that she ‘would rather watch’ there would bz
nothing to watch and no fun for anyone.

Sometimes the programme includes Round Table Discussions, Group Debates, or Team Talks, and

vou will be expected to do your bit in these. Well, determine to do your best. Practice will make
evervthing easier.

The Institute Committee is elected annually by the members to manage the affairs of the Institute
as directed. At the Annual Meeting you will have the privilege of voting by secret ballot for those
of vour fellow members who have already agreed to be nominated (or named) as possible Com
mittee members. You will need to think carefully who will be likely to serve the Institute relizblv

7ill be vour right to nominate from those elected to the Committee one member to be balloted for
hold the office of President for a year. Here your choice should fall on someone who will conduct
the meetings punctually and on the true self-governing lines. One day you yourself may be nominated
e Committee. Bewilling to stand, because every member should be ready to underiake
ronsibility if her fellow members wish her to do so. But perhaps although vou agree
not be elected. If this happens do not be resentful or hurt, but if asked trv again
The Institute is a training ground for cheerful acquiescence in the decisions of the
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Your County Federation. All the Institutes in your County are linked together in a Federation.

The activi of this Federation are decided by the Institutes in the County at an Annual Meeting,
and a County 2 is elected to carry them out. You, through the delegate elected by your

Institute, will tzke your share in the Annual Meeting and will also help elect the County Committee.



In order that you may help to select the most useful people you should get to know as many promi-
nent members in the County as possible. Some will come to speak at your Monthly Meetings.
Others you will see at events arranged by the County—such as Produce Shows, Festivals, Con-
ferences on matters of public interest, &c. As well as a delegate your Institute will probably send
visitors to County events. You should try to go to these sometimes. It is thrilling to meet and
compare notes with members from other Institutes.

Your National Federation. As well as being linked in County Federations all the thousands of
Institutes in England and Wales are linked nationally, and delegates from every Institute meet in
London annually to agree upon national activities. You will have the chance to think about these
activities at a Monthly Meeting before your delegate goes to London to vote upon them. The work
of the National Federation is managed by a Committee and a very highly trained staff of office
workers and Organizers—your Committee and your staff. Your Institute has the right to vote every
year for those whom it would like to have on the National Committee. If it so wishes it can vote
for 17 names from about 40 which will come before it. Naturally you will not know all these people
but you can get to know about some by reading about them in Home and Country—the Institutes’
own paper with a circulation of 90,000—and others you may hear at County events. It is wise to
advise your Institute to vote only for those whose usefulness is known, as it is obviously better to
use two or three votes with knowledge than to use seventeen in a haphazard way.

Your Institute and the Village. You can help to make your Institute an important part of village
life by talking about any public meetings which it proposes to hold to non-members, both men and
women, and asking them to come. The Institute can do a great deal to spread knowledge on local
government and on non-party public questions by arranging public meetings. The picture which
you give of Institute work and ideals matters a great deal. If outside the Institute you speak well of
other members and are loyal to the decisions come to by the majority of the members, you will be
helping to make your Institute an influence for good neighbourliness and a fine example of demo-
cracy in action. Remember that the varied opportunities offered by Institutes are open to all women
and girls in the village. Therefore look round your village from time to time and give non-members
a chance to sample Institute benefits by inviting them to one or more meetings (according to your
local Institute by-law) as your guest and afterwards asking them if they would like to be proposed as
members. :

Progress. The flow of new members and new ideas to Institutes is very necessary if our movement
which now stands so high in public esteem is to remain representative of countrywomen and be
their voice in the country-side. Your help towards this goal of continual progress will give you a

personal reward in widened interests and in increased value as a citizen, a citizen who understands

how to take her place in public affairs with knowledge and with method.

Published by the National Federation of Women’s Instituies
39 Eccleston Street, London, S.W. 1.

Issued February 1945, reprinted September 1945

Printed in Great Britain at the University Press, Oxford, by John J ohnson, Printer to the University
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ERKSEIRE FEDERATION

Wosmex's Inst:
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We are very pleased indeed to welcome you as a member, and we should like to tell -
a few interesting things about this great body of country women to which we, as In
members, belong.

The hirst Women's Institute was started in Canada in 18g7 by some Canadian farmer-
wives who arranged to hold meetings in each others” houses. Their pl mn was to help them
selves and their children by talking together about matters of general interest, learning from
their neighbours dud ndn.;w one another. It was in this .\111(111 way that the W.L moveme
was started, and it is now the bi qeest organisation of eountry women in the world.

The first Women's Institute was started in England in 1915, and now there are over 7,600,
with a total m::mfwrmlp of nearlv haif a million. If you read the W.I. monthly magazine,
*Home and Country,” which w }mp' vou will take, vou will 1ind news of the Institutes all
over England and Wales, and vou will also find in the*}krlx shire supplement, which is part of
the magazine, spt’ciul news about the W.L's in this County. The Berkshire County Letter
which gives notice of forthcoming events and other matters of interest to Berkshire W.L
members, is now available to everyone.

" We feel that you would like to know how this large movement is worked. It 1s like
this: ‘The members of each W.I. elect a Committee to manage its affairs. Then all the
Institutes in Berkshire elect a County Committee (called the County Executive) which cares for
the welfare of all the W.L’s in the County, finds speakers and demonstrators, arranges exhibi-
tions, dramatic competitions, and so on.  Then all the Institutes in the Country elect a National

T

deration Committee, which meets in London and is responsible for the Welfare of every
L. in England and Wales. So you see all the Committees are made by the Institutes them:

1

selves and thcrglurc CVery me xIlb(.!' hd‘i d ShdrC in the l‘lllllllﬂﬂ' of this gre at or ”dl'll‘%athﬂl

‘he Institute 1s non-sectarian and non-party political, which means that its members mav
) glous denomination and any political party. At Institute mectings differences

T 5 ‘J‘d party political questions are left outside, and members meet on 4
mmon ground of friendliness and poodwill.
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