
Branch Annual Planning 
Meeting Minutes 

Introduction 

Dear branch committee, 

Your National Executive (NE) wish you well with your annual planning meeting (APM). 

We appreciate the diversity between branches, their size and how they are run. For smaller branches, we 
know it is often reliant on a small handful of people and the challenges of this and wish to recognise that the 
functions of a committee may occur fluidly in a small committee. 

Celebrants Aotearoa Support provides significant support in the areas of event management and finances, 
and we know this has been beneficial for branches. We want being involved in branch committee to be easy 
and enjoyable, including your APM. There’s no need to be overly formal – have fun, be relaxed. 

This document is designed to act as a guide to meet the requirements we have as an Incorporated Society, 
and provide consistency across branches; the aim being to allow for easy reporting of your APM.  

We recommend typing directly into the document. You can use this document to send the agenda/reports 
to members in advance of the meeting so you are not replicating documents. 

The financial report can be summarised with key points pertaining to expenditure and the end-of-year 
balance. If typing reports into WORD in advance, use minimal formatting to allow for easy copy and pasting 
into this document after the meeting. Download it from the Celebrants Aotearoa website, Branch area, and 
use what works for you. 

INSTRUCTIONS TO SAVE AND SEND THIS DOCUMENT 

STEP 1 
Download PDF and save it on your hard drive using this naming system: 
<Branch name>CANZAPM<date><month><year> to look like: WellingtonCANZAPM19March2022 

STEP 2 – complete the form - there are two ways to do this: 

1. Fill out on screen using Adobe Acrobat Reader
2. Print out, record minutes by hand, then scan.

Filling out on screen 

o Type directly into the text fields. You may experience formatting issues if you have not saved this file on
your computer, and reopened it first.

o You will be able to perform simple formatting such as bold, underline, italics - use the keyboard for this
CNTRL B, CNTRL I, CNTRL U. Bullet is Alt + 0149 (Option+8 on mac)

STEP 3 – send the form (always save your file just before sending) 

Send using the SUBMIT button 
To autosend, click on the submit button on the final page. You may be required to provide your email 
password if using this for the first time. Just follow the prompts, it will ask for Outlook or web-based email. 

Email as an attachment 
Save your scanned forms on your computer, then email to support@celebrantsaotearoa.co.nz 
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Meeting details 

Branch: 

Day: 

Date: 

Time starting: 

Time finishing: 

Venue: 

Address: 

Complete this section with what is relevant to you if you are hosting a speaker or workshop. Some branches have one 
speaker to inspire members at a short APM; others hold a longer APM which includes workshops. 

Speaker(s): 

Workshop title and presenter: 

Workshop title and presenter: 

Workshop title and presenter: 
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Agenda 
 

1. Welcome by the Branch Chair: [insert name] 

Opening Thought  

 

2. Apologies received from:  
(record names as a comma-separated list eg Rachel Clarke, Lianne Fraser, George Blake, etc). 

 

3. Members present:  
(record names as a comma-separated list eg Rachel Clarke, Lianne Fraser, George Blake, etc). 

 

4. Confirmation of Previous Minutes from last year’s APM 

By majority show of hands is sufficient. Choose one option. 

APPROVED   NOT APPROVED 



 

Celebrants Aotearoa APM MEETING MINUTES  |  Page 4 

 

5. List Matters Arising: (not otherwise included in agenda) 

1. Outcome:  

2. Outcome:  

3. Outcome:  
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6. Reports & Updates 

a. CHAIRPERSON’S report – including review of activities of Branch over past year 

Summary:  
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b. TREASURER’S report can be included as part of Chairperson’s report or be presented separately

Summary:

c. Update from NATIONAL EXECUTIVE – by President, National Executive Liaison or other delegate

Summary:

The President’s report is available here He pitopito korero 

https://www.celebrantsaotearoa.co.nz/Security/login?BackURL=%2Fmember-resources%2Fne-updates%2F
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c.   continued...

https://www.celebrantsaotearoa.co.nz/Security/login?BackURL=%2Fmember-resources%2Fne-updates%2F
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7. Plans for National AGM – remits, issues to raise etc., if any (see Appendix H: Guideline for
Submitting Remits to Celebrants Aotearoa AGM) 

Summary: 
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8. Planning for New Year - Feedback from Members: 

What went well from your perspective?  
 

What do members want in the programme for the year ahead i.e. topic ideas 
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9. Election of new Committee including Chair and Secretary/Treasurer and other members as 
Branch decides. (If preferred, can agree to elect full Committee and for them to determine 
roles amongst themselves at their first meeting)  

10. Thanks to outgoing Branch Committee (including presentations if appropriate): 

 

 
Current committee prior to AGM New committee as of end of AGM 

Branch Chair (current) OR Branch co-chairs 

 

Branch Chair (current) OR Branch co-chairs 

 

Branch Secretary 

 

Branch Secretary 

 

Branch Treasurer OR Branch Secretary 
/Treasurer 

 

Branch Treasurer OR Branch Secretary 
/Treasurer 

 

National Executive Liaison (can be the chair) 

 

National Executive Liaison (can be the chair) 

 

Membership host 

 

Membership host 

 

Celebrants Aotearoa Almoner OR Membership 
host/almoner 

 

Celebrants Aotearoa Almoner OR Membership 
host/almoner 

 

Committee members: 

 

 

 

 

 

 

 

Committee members: 

11. Close meeting at: (insert time) 
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12. Is there anything else you wish to note that this form has not allowed for?  
Please do provide feedback and suggestions for your National Executive! 

 

                                       Click here to send your completed minute 
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	Speaker: 
	Workshop1: 
	Workshop2: 
	Workshop3: 
	3: 
	 Members present: Alison LockeMarg PalmerRose BarnesDiana ClarkPrue WignallLynne CribbDenise HutchinsJann Hook (on Zoom)Lurleen Fowler ( pm only, on Zoom) Susan Marr (pm only, on Zoom)

	Branch: Top of the South
	Day: Sunday
	Start time: 10.10am
	Date: 15th May 2022
	Venue: Shone and Shirley Funeral Home
	Finish time: 11.20am
	Address: 164 Tahunanui Drive, Nelson
	2: 
	 Apologies received: Kerry AitkenCoralie HoldawaySuzie BrosnahanLisa MckenzieTerri EverettTrudi BrandMegan McIntoshJenni BancroftTony Peacock

	Branch Chair name: Alison Locke
	1: 
	 Welcome - opening thought: Whaia e koe te iti kahurangi, ki te tuohu koe, me maunga teitei Follow your treasured aspirations, if you falter let it be because of insurmountable difficulties. Ka hua te whakaaro, ka hua te korero Thoughts bloomSpoken words blossom 

	matter 1: N/A
	outcome 1: 
	matter 2: 
	outcome 2: 
	SUBMIT: 
	Comments: 
	10 Thanks: Thanks to the local committee - Marg Palmer and Jann Hook.
	new members: An arrangement that a number of members have agreed to undertake tasks/ lead events throughout the year as required. 
	current members: Jann Hook
	current Branch Chair: Alison Locke
	new Branch Chair: Alison Locke
	new Branch Treasurer: Marg Palmer
	current Treasurer: Marg Palmer
	new Branch Secretary: 
	current Secretary: 
	new NE: Alison Locke
	current NE: Alison Locke
	new membership host: N/A
	current Membership Host: N/A
	new Almoner: N/A
	current Almoner: N/A
	Close meeting at: 11.20
	8 What went well: A mix of formal meetings with professional development opportunities and informal get togethers eg post Xmas brunch.  Despite COVID restrictions at times we managed a good number of useful meetings.
	8 Year ahead: Possible professional development sessions include: Breathing workshop Cultural Competency - understanding the cultures present in Nelson from the new New Zealanders communities.  Maori marriage traditions and current wedding practices including some relevant tikanga and te reo. Information session from the Nelson Suicide Prevention Co-ordinator Some of these sessions may be opened up to non-members. A visit to new wedding venues in our areas. 
	7 Summary: N/A
	6d Summary: Our increasing competence and familiarity with Zoom has been a good thing and the open meetings hosted by the NE are popular, and will I believe, become a permanent feature on the CANZ calendar. In times of social distance, they’ve certainly helped keep us connected. Returning to VCANZ for a moment, the process and documents were reviewed and renewed by Carol Pilcher who served on the NE in 2021 and together with Jo Smith, Carol helped develop a robust supervision process for Celebrants Aotearoa members, something we can all benefit from. Registry weddings are a constant agenda item both at NE meetings and with BDM.  The excellent registry wedding guide developed by Celebrants Aotearoa support’s Lisa Curphey is a really useful resource and I encourage you to use it. BDM has uploaded it to their website and at our request they continued to tweak their site’s information so as to hopefully avoid confusion. A review of the fee structure is on the table, but we’re in the hands of a beauracratic process, and not holding our collective breath. The value of visual storytelling can’t be overlooked either, and late last year CANZ had a soft refresh of its logo and became Celebrants Aotearoa (while retaining Celebrants Association of New Zealand as our legal name). Working with the creative team at Celebrants Aotearoa support, we continue to create visual guides and our social media platforms and the website are crammed full of new information and resources which, as resources allow, will continue to be added to. Make sure you go on regularly, and a gentle nudge – please check your details and photo are up-to-date. Developing a template for branches to tell their story through the APM process will, we trust, make this reporting necessity a lot easier.  And, changes to the subscription process allowing direct debit will also simplify things.  We’re all for less complication and streamlining! Resolving early to hold a virtual conference again this year has been a blessing and while it’s not our ideal, in the circumstance it was a prudent decision, and as well as saving money it prevented significant angst in mental gymnastics of  ‘can we, can’t we? Should we, could we? What if? Given feedback from last year’s successful event, the conference team has shortened the programme to three fabulous speakers with a focus on offering members tools to build resilience.  Save the date – 31 July 2022, 9am to 3.30pm. As always, we’ll hear from Jeff Montgomery and will hold our AGM. I can’t adequately share my gratitude or give enough credit to the incredibly hard-working national executive team and support team, especially Rachel and Hazel. They keep me on track, and that’s not an easy task at times. My time on the NE has enriched my story. I've loved connecting with members around the country and been privileged represent CANZ to BDM, FDANZ, the celebrant training providers, the Australian Federation of Civil Celebrants, the Grief Centre, the media, YourVA and many others - it's been enormously rewarding. Please think about putting your name forward as an executive member and add your own style and story to the mix. This will be my last AGM as president and after five years on the NE, I don’t intend to seek renomination. However, just as previous NE members have remained supportive advisors, I will be available. As the NE we can’t always fix things or meet everyone’s expectations but I hope that throughout what’s been a difficult year, you’ll recognise that the NE has done its best, listened and responded as quickly as possible to comments on social media and direct requests from members as well increased and delivered on the benefits of being a member of CANZ. Finally, back to storytelling and some wise words taken from one of the best – John O’Donohue in Anam Cara.Each day the tribe of language holds what we call the world together. Yet the uttering of the word reveals how each of us relentlessly creates. Everyone is an artist. Each person brings sound out of silence and coaxes the invisible to become visible.   Lianne Fraser VCANZ, National President Celebrants Aotearoa New Zealand 
	outcome 3: 
	matter 3: 
	Chairperson's report: CANZ Branch Chair report 15.5.2022 Alison Locke Top of the South  Yet another year of change, adaptations and some uncertainty in our celebrant roles as well as in our personal, family and other work lives. For now let’s enjoy being here in person.  The world of weddings and funerals and other ceremonies has continued to change over the last year. The next wedding season looks hopeful at this stage with overseas whanau and friends more able to travel and restrictions on numbers eased. We might see larger weddings coming back.  Many celebrants are seeing bookings coming in for this season. No doubt we have all experienced the changes to our work with smaller weddings, weddings postponed and cancelled, funerals held differently especially when COVID levels changed everything.  Our branch numbers are sitting at 43 with a few new members joining so far this year, so very similar numbers to last year. As at date of the APM our Bank balance is $3006.46. Over the year, in and around COVID restrictions, we have run a number of professional development sessions. Queens Birthday weekend saw the Seminaria writing workshop. On the 17th October at Havelock we had a day featuring the work of the Farewell Trust from Marlborough and the Emotional Baggage Handler introducing us to a method of self-care.  More informally we met for a mid winter brunch at Mapua and a post Christmas brunch at the Grape Escape. I know that many of you have your own celebrant support networks, colleagues to call on for support, ideas, inspiration and feedback. This is so valuable in what can be isolated work and I would encourage you to keep contact with other celebrants as much as possible in whatever way works for you. I would also encourage you to seek out more formal professional supervision if needed. There are supervisors available through CANZ and through the Celebrant School.  I know some of our members have had COVID themselves and others have picked up weddings at short notice when COVID and a planned wedding have collided. This has emphasised the worth of having a back up arranged prior to each ceremony just in case – and an easily accessed ceremony ceremony outline for the fill in celebrant.  This is your branch and we all need to put in our energy and ideas to make it work for all. We hope to get ideas from you today about what you want the branch to provide, or what you are able to provide for others. Do casual get togethers work and if so when and how? Let's talk more about this through today.  Our annual CANZ AGM and one day conference is being held virtually again this year. You will have been sent lots of information about it. We decided that there wasn’t any interest in a branch huddle here but you can get together with colleagues to watch if you wish. I know we will. 
	Treasurer's report: 
	NE report: "There are some parts of the human self that are not subject to the laws of time and space. And storytelling, the telling of, and the listening to, is one of those things." Carl Jung As celebrants we’re all storytellers, whether it’s sharing the fabric of a life lived, a future yet to happen, a love story, a tragedy. This year, some members will need to renew their VCANZ accreditation which creates an opportunity to review your story and reflect on the past four years of professional practice. My renewal is due in October and I look forward to trawling back through ceremonies, my professional development and life experience, relating them to the CANZ body of knowledge and, fingers crossed, keeping those five valuable letters after my name. While retaining VCANZ is important to me I appreciate it’s not for everyone; thinking about your own story however, is a worthy exercise. How does the world see you? What do your couples/clients/funeral directors know about you? Ben Okri says: ‘stories are the secret reservoir of values’, and people make decisions based on shared values. Make sure your story is visible. The national executive has a good story to tell, and it continues to develop. Our membership numbers are the highest they’ve been in our 21-plus years of being and we certainly haven’t been paralysed by the pandemic, nor has the new financial year and subsequent budget constraint curtailed our strategy to increase resources for members and develop relationships. That said, keeping up with the ever-changing restraints and rules around COVID has challenged us at times, especially when it came to navigating the government guidelines in order to share their suggested best practice with you.  


