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Background 

Karlka Nyiyaparli Aboriginal Corporation RNTBC (ICN 3649) (KNAC) is the registered native title body corporate (RNTBC) for the 

approved determination of native title made in Stock on behalf of the Nyiyaparli People v State of Western Australia (No 5) [2018] 

FCA 1453 (Federal Court File No: WAD6280/1998 and WAD196/2013, NNTT File No: WCD2018/008) and varied in 

Karlka Nyiyaparli Aboriginal Corporation RNTBC v State of Western Australia [2021] FCA 9 (Nyiyaparli Determination). 

KNAC is strengthening and streamlining agreement implementation processes to achieve the following outcomes: 

1. Increased quality of early and accurate information to assist with informed decision-making 
2. Clear line of engagement that reflects and recognises the role of the RNTBC  
3. Maximisation of Nyiyaparli Committee Members’ time  
4. Meaningful engagement and consultation   
5. Measurable outcomes  
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Template Meeting Protocol 

  Details 

1. Background – Agreement details  1.1  Parties 
1.2  Commencement date 
1.3  Subject matter  

2. Purpose- of this committee meeting 2.1  Purpose of the committee and specific 
responsibilities of the committee  

2.2  Key objectives and expectations for this 
meeting 

2.3  Role of the chair  

3.  Attendance- who is here and why 
  

3.1  Composition of committee (including any 
specific requirements, e.g. board members etc) 

3.2  Advisers 
3.3  Invited 

4.  Frequency of Meetings  

5.  Meeting Procedures- checklist  4.1 Quorum 
4.2 Chairperson  
4.3 Minutes (template) 
4.4 Actions Register (template) 
 

6.  Agenda order 
a. Welcome to Country/Acknowledgment of Country/Minute’s Silence 
b. Attendance and Apologies 
c. Confirmation of Quorum 
d. Appointment of Chair 
e. Standing Items  
f. Other agreed agenda items 

Items d)- f) should be shared by KNAC and the 
stakeholder where appropriate- in planning and 
presentation  
 
Standing items include: 4.1-4.4, Other business, 
Confirmation next meeting, Confirmation of 
outcome details for public release  
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7.  Conduct of Business • Presented as either FOR INFORMATION, 
COMMENT or DECISION  

• Outcome- including any questions or decisions 
presented clearly at the beginning of the item 
(verbal and written)  

• Provide hard copy versions of documents, 
maps etc at in person meetings 

8.  Decision Making Process •  Decisions to be made in accordance with 
relevant agreement or each party’s governance 
processes as appropriate 

9.  Confidentiality and key messages from meeting  • Standing item- Resolution regarding 
confidentiality of meeting voting and 
commercially sensitive information  

• Standing item- Confirmation of outcome details 
for public release  

10. Dispute Resolution 
 
  

• Dispute Resolution procedures in accordance 
with relevant agreement  
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Timeframes 

Task Timeframe Reason Responsibility 

Draft Agenda & Pre-Read 
materials for matters 
requiring 
comment/consultation or 
decision  

6 weeks prior to 
meeting date 

Adequate time is required to review relevant material and produce 
explanatory material and recommendations to Nyiyaparli 
committee members 

Proponent 

Budget Estimate 3 weeks prior to 
meeting date 

Allows time to discuss and resolve any budgetary issues ahead of 
the meeting date 

KNAC 

Comments on Draft 
Agenda & Pre-Read 

4 weeks prior to 
meeting date 

Allows an opportunity to discuss and resolve any queries and 
ensure that the material is relevant and accessible 

KNAC 

Notice, Agenda, Pre-Read 
& previous minutes to 
Nyiyaparli Committee 
Members 

3 weeks prior to 
meeting date 

Assists informed decision-making  KNAC 

Meeting Date Meeting date  KNAC/Proponent 

Draft Actions Register 1 week post 
meeting date 

Opportunity to confirm details and address time sensitive actions 
based on contemporaneous notes  

Proponent 

Confirmation of Actions 
Register 

1 week following 
receipt  

Time sensitive actions can be completed, and other actions 
implemented in a timely manner 

KNAC 

Draft Minutes & 
Confirmed Actions 

4 weeks post 
meeting date 

Minutes to be reviewed based on contemporaneous notes  Proponent 

Review Draft Minutes  2 weeks following 
receipt  

Minutes to be reviewed based on contemporaneous notes  KNAC 
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Minutes Template  

 

[INSERT COMMITTEE DETAILS] 

MINUTES OF MEETING [#] OF [YEAR] HELD AT [VENUE] AT [TIME] ON [DATE] 

Item Description Outcome/Action Arising 

1  WELCOME TO COUNTRY/ACKNOWLEGEMENT OF COUNTRY & MINUTE’S 

SILENCE 

 

   

2  ATTENDANCE AND APOLOGIES  

 • Committee members present [insert names] 

• Confirmation of proxies/alternates 

• Apologies 

• Absences 

• Other Attendees/Invitees 

• Confirmation of Quorum  
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Item Description Outcome/Action Arising 

3  APPOINTMENT/CONFIRMATION OF CHAIR  

   

4  MINUTES OF THE PREVIOUS MEETING  

 Draft minutes circulated to Committee on [x date]. The Committee resolve to approve 

the minutes of the previous meeting (including as amended) as a true and correct 

record. 

Moved: Insert 

Seconded: Insert 

 

5  ACTION ITEMS FROM THE PREVIOUS MEETING  

 [Insert]  

6  ITEMS (AS AGREED)  

 [Insert]  
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Item Description Outcome/Action Arising 

7  COMMUNICATIONS & CONFIDENTIALITY  

 • Confirmation of confidentiality (culturally sensitive and commercial in 

confidence information) 

• Confirmation of outcomes suitable for public release 

 

8  GENERAL BUSINESS  

 [Insert]  

9  ACTION REGISTER  

 [Insert]  

10  NEXT MEETING & CHAIR  

 [Insert]  
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Template Actions Register 

Meeting Date  Action 
Code 

Proponent  
REF 

Action  Responsibility Action 
Assigned 
to  

Action 
Assignee's 
Role 

Date 
Action 
Due 

Status Date 
Action 
Completed  

Comments 

        Ongoing 
Completed 
Delayed 
Void 

  

 

Communications Protocol- Generic Proforma to be specifically populated across the partnership operations and 

accountabilities  

 

Area KNAC first contact 
position  

KNAC first contact details  XXX first contact 
position  

XXX first contact details  

Eg.  RIO RIC RIO Implementation 
Officer 

James Rhee  
james.rhee@karlka.com.au  
Mob. 0499 011 939 

  

Eg. Ranger program  Ranger Program Co-
ordinator  

Melissa Pepper 
land.management@karlka.com.au 
Mob. 0477 293 711 
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