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Management Committee Meeting Minutes of 
Buddhas’ Practice Incorporated 

 
 
Meeting No:    007 
Date:   7/6/2023 
Time:    8:01pm-9:38pm (Darwin Time) 
Place:                           Zoom.us 
Meeting ID:                 81418304224 
Password:                    631017 
URL:                        
https://us06web.zoom.us/j/81418304224?pwd=aFhTYlhmZWFLcmdJZHRmYmxuZmZDZz09 
 
Meeting Host:    Yuping HE 
Minute Secretary:   Yinfeng WANG 
Time Keeper:  Yinfeng WANG 
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Attendees 
(A=Apology, P= Present, L=Leave of Absence, Abs=Absent and Silent) 
 

No Name Position Attendance Method 

1.  BENNIE SPIRIT Advisor P in person 

2.  Yuping HE Chairperson P in person 

3.  Dong JING Vice-Chairperson P in person 

4.  DAWN SPIRIT International business 
development (USA Branch) P in person 

5.  Fei QIAN Treasurer/Public officer P by videoconference 

6.  Huaigu WANG Director of BRTC P in person 

7.  Yinfeng WANG Secretary P by videoconference 

8.  Yuhua HU Member P in person 

9.  LE THI MY TRANG Preacher P in person 

10.  Linxin HE Preacher P by videoconference 

11.  Xiaotian YAN Member P by videoconference 

12.  Huang Li -gx Member P by videoconference 
 

 

 

 

 

https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/


 
 
 

BPI  V3 Page 3 of 7 
 
 
 
 

Buddhas’ Practice Incorporated 
110/12 Salonika Street, Parap  

Darwin NT 0820, Australia 
ABN: 30567859041 

https://bpi2019.org.au 

general@bpi2019.org.au 

 

Attendance Report  

P 12 

A 0 

L 0 

Abs 0 

Total 12 
 

Meeting open Yuping HE (Chairperson) opened the meeting at 8: 01 PM Darwin Time Zone. 
Apology Please refer above 
Participant status Please refer above 
  
  

Reports and Proposal 

Yuping HE TOPIC:   

1. Treasurer’s report: May Cash flow in & out and her resignation of Public Office 
and Treasurer 

2. Chairperson’s Report on the Zoom Meeting with Megan, Volunteering NT 

3. Vice-Chairperson hosts on the discussion: 

General understanding of ACNC’s guidance on ENGAGING &MANAGING 
VOLUNTEERS 

4. Secretary: confirmation of recent meeting minutes 

Major 
Resolutions 

1. Treasurer’s Report: May Cash Flow In & Out and her resignation of Public Office 
and Treasurer 

Fei QIAN presented BPI's financial status in the following three aspects: 
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1) Bank - Cash In 

The total cash in during the period of 1/5/23-31/5/23 was $32,086.82. 

2) Bank - Cash Out 

The total cash out during the period of 1/5/23-31/5/23 was $4,096.73. 

3) Cash on Hand 

The remaining cash on hand was $419.97. 

Fei QIAN also listed BPI's bills for May as follows: 

⚫ 03 May 2023: Hot water and air condition system charge for the office in March 
was $59.48. 

⚫ 05 May 2023: Donation from MASTERCRAFT BOXING AND FITNESS was 
$32,086.82. 

⚫ 17 May 2023: Consultation cost with Vita Gustafson & ASSOCIATES was $693. 
⚫ 17 May 2023: The office rent cost for May was $3,300. 
⚫ 22 May 2023: Accounting software (Xero) monthly cost was $44.25. 

4) Due to Fei QIAN's new job requirements, she had to resign from the position of 
Treasurer and Public Officer in BPI.  

Dawn Spirit proposed Yinfeng WANG to fill the vacancy of Public Officer, with the 
following reasons: 

⚫ Based on her work experiences, she has been working with her boss in English. 
⚫ She has been leading the study on the Act (Australian Charities and Not-for-

profits Commission Act 2012) teaming with the Vice-Chairperson in English. 
⚫ She has been responsible for recording and filing the BPI's documents, including 

meeting minutes and the register of members, for the BPI association. 
⚫ She has been persistently learning both worldly and non-worldly knowledge. 

All committee members seconded Dawn's proposal and a resolution was made that 
Yinfeng WANG will hold the position of Public Officer. 
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Since the elected candidate Wang Yinfeng needs to start as a Public Officer within 14 
days, the current Public Officer Fei Qian was willing to postpone submitting the 
resignation letter until the end of the month. This will give the new Public Officer 
enough time to prepare for taking office.  

The vote result was 12/12. 

For the treasurer’s position, the committee was unable to find a suitable candidate on 
the floor. 

 

2. Chairperson’s Report on the Zoom Meeting with Megan, Volunteering NT 

 Chairperson Yuping HE and Public officer Fei QIAN had a meeting with Megan 
from Volunteering NT on May 16 at 9:00am to discuss BPI’s volunteer-related issues. 
The main topics covered were as follows: 

1) Whether BPI needs to register to obtain the right and the volunteer logo to recruit 
volunteer. 
Answer: It is not necessary to register with Volunteering SA&NT unless BPI 
wishes to register to advertise its volunteer positions through their platform. 

2) BPI Insurance related to Volunteer. 
Answer: If BPI intends to use Volunteering NT's logo, it may be necessary to 
have public liability and volunteer protection insurance.  
The Chairperson will provide further information and follow up on this matter. 

3) NATIONAL POLICY CHECK and Working with children CLEARNACE. 
Answer: The need for a national policy check and working with children 
clearance will depend on BPI's activities. If BPI involves volunteers working 
with children, further information and checks may be required. 

4) The brief introduction of Recruiting Volunteers. 
Answer: Megan provided a brief introduction with nine points, which included 
the following: 
⚫ Policies and Procedures                                                                                                                                       
⚫ Roles Recruitment 
⚫ Registration Screening & Appointment 
⚫ Orientation Induction 
⚫ Health and Safety  
⚫ Training and ongoing support 
⚫ Acknowledgement & Recognition—feel both valued and valuable 
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⚫ Performance Management & Dismissal  
⚫ Existing Volunteers 

3. Vice-Chairperson host on the discussion: 

General understanding of ACNC’s guidance on ENGAGING & Managing 
VOLUNTEERS 

Vice-Chairperson Dong JING hosted a discussion and provided an overview of the 
contents from the following two websites to all Committee members: 

1) ENGAGING VOLUNTEERS:  

https://www.acnc.gov.au/tools/factsheets/engaging-volunteers 

She explained the details of each point: 

⚫ Think about roles 
⚫ Think about recruitment methods 
⚫ Background checks 
⚫ Support Volunteers through induction 
⚫ Ensure a safe work environment 

Based on her personal work experience, she emphasized some important points, 
including: 

⚫ To check the volunteers’ background 
Police Check / Working with Children Card / Driving License ID / Vaccination     
Certificate, etc. 

⚫ Required Documentation: Please refer to the attached example 
⚫ Working Safety (To ensure a safe work environment): Information can be found 

at safeworkaustralia.gov.au 
⚫ Culture Respect (Make sure no discrimination) 

2) MANAGING STAFF AND VOLUNTEERS: GOOD PRACTICE TIPS:  

https://www.acnc.gov.au/tools/factsheets/small-charities-library-managing-staff-and-
volunteers-good-practice-tips 

She explained the details of each point, which include: 

⚫ Key regulators and the ACNC’s role 
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⚫ A positive attitude 
⚫ Staff and Volunteer recruitment 
⚫ Ongoing staff and Volunteer management 
⚫ Handovers and inductions 

For more detailed information, please refer to the document attached at the end of this 
file. 

4. Secretary: confirmation of recent meeting minutes 

Secretary Yinfeng WANG identified a minor error in the minutes of the meeting held 
on March 1st, 2023. The correction is as follows: "Qian, Fei presented the BPI's 
recent cash flow in the following four aspects." 

Furthermore, she presented the minutes of the meetings held on April 5th, 2023, and 
May 3rd, 2023, to all committee members. These minutes have been reviewed and 
approved by all committee members. 

Vote result: 12/12 

Minutes of the 
previous meeting 

Confirmed 

Chairperson’s 
comment 

N/A 

Future Program To Be Confirmed 

Meeting close The meeting was declared closed at 9:38 pm, Darwin Time Zone. 

 
 
Confirmation of the minutes 
 
This minute is a true and accurate record of the meeting. 
 
 
Minutes prepared by:                                                  Date: 2023/6/19 
                                                 

https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/


BPI May Report

Content:

1. cash in 2. cash out 3. cash on hand 4. resign

$32,086.82 $4,096.73 $419.97

public 
officer 

&
treasurer

01/05/2023 – 31/05/2023



BPI May cash in & out 



BPI May cash in



BPI May cash out 



BPI May cash out 



BPI May cash out 



BPI May cash out 



BPI May cash on hand 



BPI May cash on hand 



Resignation Letter 



7th Meeting of Management Committee

TOPIC:  

1. Treasurer’s report: May Cash flow in & out

2. Chairperson’s Report on the Zoom Meeting with Megan, Volunteering NT

3. Vice-Chairperson host on the discussion:
General understanding of ACNC’s guidance on ENGAGING  & MANAGING 
VOLUNTEERS

4. Secretary: confirmation of recent meeting minutes

8pm, Darwin Time, June 7, 2023



7th Meeting of Management Committee

Report on the Zoom Meeting with Megan, Volunteering NT

Time: May 16, Tuesday, 9:00 am

TOPIC:  
1. Whether BPI needs to register to obtain the right and the volunteer logo to recruit volunteer
2. BPI Insurance related to Volunteer
3. NATIONAL POLICY CHECK and Working with children CLEARNACE
4. The brief introduction of Recruiting Volunteers

8pm, Darwin Time, June 7, 2023



7th Meeting of Management Committee
Topic 2: BPI Insurance related to Volunteer
VIO FAQ's - Volunteering SANT (volunteeringsa-nt.org.au)

8pm, Darwin Time, June 7, 2023

https://www.volunteeringsa-nt.org.au/volunteer-involving-organisations/faqs


7th Meeting of Management Committee

Topic 4: The brief introduction of Recruiting Volunteers

1. Policies and Procedures                                                                                                      
2. Roles Recruitment
3. Registration Screening & Appointment
4. Orientation Induction
5. Health and Safety 
6. Training and ongoing support
7. Acknowledgement & Recognition—feel both valued and valuable
8. Performance Management & Dismissal 
9. Existing Volunteers

8pm, Darwin Time, June 7, 2023



7th Meeting of Management Committee

8pm, Darwin Time, June 7, 2023

General understanding 

of ACNC’s guidance on 

ENGAGING & 

Managing 

VOLUNTEERS 



8pm, Darwin Time, June 7, 2023

ACNC’s guidance on:

1) ENGAGING VOLUNTEERS: 
Engaging volunteers | ACNC

2) MANAGING STAFF AND VOLUNTEERS: GOOD PRACTICE TIPS: 
Small Charities Library - Managing staff and volunteers: good practice tips | ACNC

7th Meeting of Management Committee

https://www.acnc.gov.au/tools/factsheets/engaging-volunteers
https://www.acnc.gov.au/tools/factsheets/small-charities-library-managing-staff-and-volunteers-good-practice-tips


7th Meeting of Management Committee
8pm, Darwin Time, June 7, 2023

General Tips 

Staff or volunteer management policy should include:

i. Role or position descriptions

ii. The duties your new recruits are expected to fulfil

iii. Your charity’s expectations on staff and volunteer behaviour

iv. Your charity‘s management structure, including who the staff and 

volunteers report to 

v. An outline of charity’s induction or handover processes.



7th Meeting of Management Committee
8pm, Darwin Time, June 7, 2023

Let’s have an overview in order to have a general understanding the guidance from ACNC

ENGAGING VOLUNTEERS (Volunteers to read through)

Think about roles
Think about recruitment methods
Background checks
Support volunteers through induction
Ensure a safe work environment

Please pay attention: 
1) To check the volunteers’ background, such as ID, etc.
2) To ensure a safe work environment
3)   Make sure no discrimination.



8pm, Darwin Time, June 7, 2023

7th Meeting of Management Committee



8pm, Darwin Time, June 7, 2023

7th Meeting of Management Committee
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7th Meeting of Management Committee
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7th Meeting of Management Committee
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7th Meeting of Management Committee



8pm, Darwin Time, June 7, 2023

7th Meeting of Management Committee

Please pay attention: 
1) To check the volunteers’ background

Police Check / Working with Children Card / Driving License ID / Vaccination     
Certificate, etc.

2) Required Documentation : refer to example next page 

3) Working Safety (To ensure a safe work environment) : safeworkaustralia.gov.au

4) Culture Respect (Make sure no discrimination)



8pm, Darwin Time, June 7, 2023

7th Meeting of Management Committee

Example document required from organization as a volunteer role



7th Meeting of Management Committee
8pm, Darwin Time, June 7, 2023

Let’s have an overview on it:

MANAGING STAFF AND VOLUNTEERS: GOOD PRACTICE TIPS (Ask sb to read )

Key points:
Key regulators and the ACNC's role
A positive attitude---treat volunteers with respect, and have a positive organizational attitude to them.
Staff and volunteer recruitment

On going staff and volunteer management
Handover and inductions

Please pay attention to: 
When volunteers are leaving, make sure the documentation is up to date, most importantly, handover should 
be processed completely!



8pm, Darwin Time, June 7, 2023

7th Meeting of Management Committee

General good practice tips

• Positive organisational attitude to “its people”:
§ treat people well
§ respect them
§ make them welcome
§ value their contributions

• Follow the laws of the land

• Before you engage volunteers or employ staff, ask: 
§ Can we use them?
§ Do we need them?
§ Can we pay them? 

• Ensure volunteers/staff know your charity’s processes: how 
you do things, how things work.



Before you start and as you recruit

• Checks
▪ Relevant police check
▪ Working With Children check (or equivalent) 
▪ Visas
▪ References and referees
▪ Qualifications and education

• No discrimination
▪ Pre-engagement screening is important, but there are legal protections against 

discrimination on basis of certain attributes, including age, gender, marital status 
and irrelevant criminal record.

• Volunteer agreement/staff terms of employment

nfplaw.org.au/volunteers



8pm, Darwin Time, June 7, 2023

7th Meeting of Management Committee

Induction
Induction pack:
• Background material and position description
• Policies covering complaints, internal disputes, conflicts of 

interest, remuneration, reimbursement of expenses, 
acceptable behaviour

• Rundown of who’s who in the organisation
• Access to charity information, accounts if required
• ACNC Governance Standards 

Other:
• Signed volunteer agreement or terms of employment if 

applicable, formal welcome and office tour
• Training or guidance for role + “buddy” or mentor

nfplaw.org.au/volunteers 
acnc.gov.au/GovernanceStandards
acnc.gov.au/COI
acnc.gov.au/InternalDisputes



8pm, Darwin Time, June 7, 2023

7th Meeting of Management Committee

Ongoing staff and volunteer management

Beyond policies, documents and formal processes, charities can 
achieve a lot just through having a great culture and getting the 
small things right.

• develop a welcoming culture 

• thank staff and volunteers for their efforts

• make it clear there is support, and make it easy to access

• have regular check-ins and chats, as well as staff and 
volunteer performance assessment

• use a mentoring or “buddy” system

• take feedback and act on it



8pm, Darwin Time, June 7, 2023

7th Meeting of Management Committee

Make the handover orderly, organised and measured to ensure 
important knowledge is passed on properly and not just “thrown in a 
pile”. 
• Document the process

• Establish “buddy” or mentoring arrangements

• Support materials

• Modify handover in response to feedback

Handovers



8pm, Darwin Time, June 7, 2023

Not-for-profit Law (Manage People : Staff / Volunteers / Members).
https://www.nfplaw.org.au/free-resources/managing-
people/managing-volunteers
Reference (Reading Material)

Managing

volunteers

7th Meeting of Management Committee

https://www.nfplaw.org.au/free-resources/managing-people/managing-volunteers
https://www.nfplaw.org.au/free-resources/managing-people/managing-volunteers


Any questions?

8pm, Darwin Time, June 7, 2023

Q & A

7th Meeting of Management Committee
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7th Meeting of Management Committee


