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In the following pages of this Governance Manual are set out the primary role, responsibilities and functions
undertaken by the Board in discharging its accountability to key stakeholders. This document forms the official
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PRINCIPLES OF GOVERNANCE
Governance and the AuSAE Constitution
The Australasian Society of Association Executives is a not‐for‐profit public company limited by guarantee. The
Objects and Purposes of the association as set out in the constitution are to:
1.

2.
3.
4.
5.
6.
7.
8.

educate and inform:
1.1. The Association management sector; and
1.2. Association executives; on effective and best practice Association management;
serve the community by promoting and facilitating the effective management of Associations;
advance the purpose and effectiveness of Associations;
advance the standard of Association management;
enhance the professional standing of Association executives;
support and mentor Association executives;
provide opportunities for exchange of experiences and opinions through discussion, study, publications,
meetings and conventions at a national and international level; and
anything ancillary to the objects of the association outlined in the constitution.

Board’s Responsibility to Deliver AuSAE’s Objects
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The Board of AuSAE, like any other such governing body, is empowered to exercise every right, power or
capacity of the association. The Board recognises and embraces the fact that being conferred with these
extensive powers, the Board has significant accountability for the responsible exercise of those powers in the
interests of AuSAE as a whole. The Board regards this accountability as meaning that the Board is responsible
primarily to the members (as a whole) of AuSAE, but also to the broader key stakeholders in the association, to
deliver the constitutional objects set out in the Constitution.
This sense of accountability and responsibility underpins the philosophy of governance at AuSAE, and demands
a constant awareness on the part of the Board to appropriately balance the discharge of these accountabilities.
In the following pages of this Governance Manual are set out the primary role, responsibilities and functions
undertaken by the Board in discharging its accountability to key stakeholders.

Mission & Vision
This vision of AuSAE is for a strong, vibrant and sustainable not‐for‐profit sector in Australia and New Zealand.
The mission is to deliver compelling and tangible value to a large, highly engaged membership base.

Strategic Direction
To achieve the vision and mission of the organisation, the strategic direction of AuSAE from 2014‐2019 is to:


Consistently provide high quality events, regular research‐driven strategic insights and to facilitate
meaningful connections between stakeholders in the sector.



Grow the influence to such a point that it will be the recognised voice of the sector in both Australia
and New Zealand.
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BOARD: ROLE AND FUNCTIONS
Board Role
The Board’s agreed role in the governance of AuSAE is to ensure that the organisation strives for excellent
performance, in accordance with Board‐approved performance standards, whilst appropriately balancing
performance with responsible legal and other conformance obligations.
The principal activity of the Board is to make effective decisions for the organisation. This is done through the
main mechanism of meetings of the Board. In order to carry out this activity at its meetings, the overarching
principles applying to the conduct of meetings of the Board are:
Meetings are convened and conducted in such a manner as to be conducive to effective decision‐
making;
b) Information provided to the Board in advance of Board meetings is provided in a form and with a
content designed to fully inform the Board of the information it requires to make relevant decisions,
and is provided in a timely fashion to enable the Board members to prepare for meetings; and
c) Board members are expected to read all material in advance of meetings so as to provide the
optimum chance to discuss relevant information, give advance notice to management of other
information which may be required, and reach relevant decisions.

a)

Meeting Protocols
The Board is responsible to agree, from time to time the protocols applicable to the conduct of meetings. As at
the date of publication of this Manual, the protocols agreed by the Board are set out in this section of the
Manual.
a)
b)
c)
d)

e)
f)
g)
h)

i)

Adequate notice of all meetings of the Board is to be given to all Directors, in accordance with the
Constitution of AuSAE.
All Directors shall be given the opportunity to be heard on all matters discussed by the Board.
All Directors and the CEO (and any members of management in attendance at meetings) shall treat
one another with the utmost respect.
Meetings shall be under the primary control of the Chair of the Board (or the chair of the meeting as
per the Constitution) and Directors shall comply with all lawful directions of the chair of the meeting in
question.
Accurate minutes of all meetings shall be kept.
Minutes shall be taken by a person determined by the Board (whether being a member of the Board
or an employee of AuSAE or any other person) and approved by the Board at the next meeting.
Decisions shall be taken by resolution by show of hands unless the Chair of the meeting determines
that some other process is demanded in the circumstances.
Resolutions shall be effected by one present Director moving and one seconding the relevant
resolution, with the chair of the meeting then inviting discussion and the resolution ultimately being
taken by requesting show of hands of those in favour of or against a motion.
Provided that it is an accurate reflection of the business of the particular meeting, any Director may
require that the minutes of a particular meeting record the Director’s vote against a resolution, or an
abstention and any relevant detail associated.
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BOARD: CHARTER
Accountability
The Board provides accountability by ensuring:
a) clear written statement of role and responsibilities for Board;
b) expenditure of money and use of resources consistent with appropriately balanced competing
interests of stakeholders;
c) appropriate transparent management reporting systems exist;
d) regular effective communication with key stakeholders;
e) adequate avenues exist for people seeking bona fide communication with the organisation;
f) active monitoring of viability and activities of the organisation;
g) statutory and formal accountabilities (eg regulators, funding bodies etc) are meet;
h) meaningful evaluations are conducted on the effectiveness of: (i) the board (including individual
directors); (ii) committees of the Board; (iii) the CEO
i) relevant and meaningful professional development provided for Board and senior management.
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Strategy
The Board is responsible to ensure that the organisation pursues appropriate strategy by ensuring:
a)
b)
c)
d)
e)
f)
g)

delegation of responsibility to the CEO for driving development of strategy;
an annual cycle for strategic planning is determined with the CEO;
whole Board is engaged in the strategic planning and review processes;
inclusion in strategic planning of proper consideration of risks, opportunities and stakeholder views;
inclusion of clear measurable financial and other objectives in all strategic plans;
preparation of business plans and budgets consistent with and to support agreed strategic plans;
regular monitoring and reviewing of the performance of the organisation against approved strategic
plans and goals.

Monitoring and supervising
The Board is responsible for monitoring and supervising the governance and management of the organisation
by ensuring:
a) it actively monitors implementation of agreed strategies and policies (including budgets);
b) the receipt and review of regular management reporting;
c) the Board has a direct relationship with the external auditors to ensure integrity and financial
reporting;
d) development of an appropriate documented risk management framework which is regularly
monitored, reviewed and updated;
e) appropriate use of Board committees for more detailed attention as necessary.
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Policy

a)
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The Board is responsible for the development of appropriate policy by ensuring:
development of key governance policies by the Board in keeping with appropriate practices in
governance and legal accountability;
b) the CEO is accountable and responsible to the Board to develop appropriate operational policies;
c) organisational and operational policies are approved by the Board where appropriate and otherwise
the Board is aware of them;
d) there is clear delineation between Board policy and policy which is the responsibility of the CEO to
develop and monitor;
e) active monitoring of all Board approved policies.

The Board is responsible for forging a strong and productive mutually trusting working relationship with the
CEO for the benefit of the organisation, by ensuring:
a) openness and honesty in all matters is encouraged between Board and CEO;
b) this relationship is fostered between meetings through encouraging a close working relationship
between Chair and CEO;
c) clear written terms of appointment, position, description and delegations for the CEO are in place;
d) agreeing annual KPIs for CEO performance;
e) annual CEO performance reviews are conducted by the Board against position description and agreed
KPIs;
f) regular ongoing reporting by CEO to Board in a form which is meaningful and relevant; and
g) a CEO succession plan is in place.
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BOARD: DIRECTOR CODE OF CONDUCT
Members of our Board are expected to fulfil the following requirements:
1.

You are individually responsible to:
1.1. actively contribute to all aspects of the Board’s role and functions as outlined in this document;
1.2. act consistently with the organisation’s values; and
1.3. not cause any harm or detriment to the public image of the organisation.

2.

As a minimum, you are to become familiar with and strive to fulfil the following legal and fiduciary duties
of directors including:
2.1. the duty of care and diligence;
2.2. the duty to exercise powers in good faith in the interest of the company as a whole and for a proper
purpose; and
2.3. the duty not to misuse information or position.

3.

You must avoid all conflicts of interest (including Conflicts of Interest and Duty and Conflicts of Duty and
Duty) according to the Board’s Conflict of Interest Management Policy.

4.

You are to be mindful of protecting the interests of the organisation as a whole through respecting the
confidentiality of all board discussions, except only if expressly permitted or requested by the Board to
discuss the matter externally and then only strictly in accordance with the Board’s directions.

5.

Board members strive to ensure that Board meeting time is spent only on matters which are either clearly
within the scope of matters which are reserved for the Board or are material within the organisation’s
context.

6.

Each Board member is expected to comply with the Board’s minimum director contribution expectations,
namely:
6.1. attendance at a minimum of 75% of Board meetings (including specially scheduled meetings for
strategy and business planning);
6.2. active involvement in at least 1 committee of the Board or project of the association (except in
extenuating circumstances only);
6.3. completion of all scheduled Board skills training or professional development (except in extenuating
circumstances only); and
6.4. active and ethical participation in and contribution to discussions at Board meetings.

7.

Board members strive to help build a strong culture within the Board and between Board and
Management based on the importance of openness, honesty, fostering trust and mutual respect and
taking individual responsibility for the role and functions of board members.

8.

You will relate to and communicate with the administration through the Chief Executive Officer, who may
however, as a matter of mutual convenience, delegate another staff member to deal with or assist the
Board, its Committees or individual Board members, either generally or on particular matters.

9.

The Board acts as a corporate body only. No Committee of the Board or Board member may give directions
to the Chief Executive Officer or any staff member, except to the extent that the Board has expressly
delegated its power in a specified area to that Committee or Board member.
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10. Any Board or Board member complaint regarding any staff member must be directed via the Chair to the
Chief Executive Officer for appropriate action to be determined by mutual consensus.
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BOARD: OFFICE BEARER ROLES
Chair of the Board
The Chair of the Board assures the integrity of the Board’s process and, secondarily, as appropriate, represents
the Board to outside parties. Accordingly:
a)
b)

c)
d)

e)
f)
g)
h)

the role of the Chair is to ensure that the Board operates consistently within its own processes and
those legitimately imposed upon it from outside the organisation;
the Chair of the Board is to assure the implementation of the procedural aspects of the governance
process and Board‐CEO linkage policies, except where the Board specifically delegates components of
this to others;
the Chair is authorised to use any reasonable interpretations of the provisions in these policies;
the Chair is empowered to chair Board meetings, with all the commonly accepted power of that
position (for example, ruling, recognising) whilst ensuring that Board Members have the opportunity
to participate and be heard at Board meetings;
the Chair has no authority greater than delegated to him or her by the Board as a whole and so has no
added authority to supervise or direct the CEO or other members of management;
the Chair may represent the Board to outside parties in announcing Board‐stated positions and in
stating the Chair decisions and interpretations within the area delegated to her or him;
the Chair may delegate this authority but remains accountable for its use; and
the Chair shall lead the CEO performance evaluation process.

Secretary
The Secretary is legally accountable for the fulfilment of these responsibilities under the Associations
Incorporation Act and should ensure that they are completed. The Secretary may be supported by staff in the
completion of these tasks:
a)
b)
c)
d)
e)

notify any change of the registered office of the association within 1 month,
comply with any request from the AISC for a complete copy of the constitution,
make the rules available to members if asked,
ensure that the rules are in printed legible form,
provide a certified copy of the audited financial statements to the Department of Fair Trading within
one month of the adoption of the statements by the annual general meeting,
f) notify the Department of any change of president, secretary or treasurer within 1 month,
g) notify the Department of any change in the address of the secretary within 1 month,
h) provide the “return” required by the Department with the audited financial statements,
i) be one of the signatories for negotiable instruments (for example, cheques).

The Secretary may also:
a)

assist in managing the agenda for Board meetings and distribute papers to the Board as requested and
required by the Board; and
b) distribute minutes to Board members as requested.
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Treasurer
The Board is accountable for the fulfilment of the following responsibilities. The Treasurer is charged with
ensuring the following matters are brought to the Board’s attention. The Treasurer may be assisted by staff in
the completion of these tasks:
a) serve as the Public Officer for the purposes of tax reporting.
b) assist the CEO and Board with compliance with the additional accounting requirements through:
a. the Treasurer or other authorised officer being the designated person for receiving and
receipting all amounts
b. the Treasurer or other authorised officer deposit such amounts in the association’s bank
account and enter particulars into the cash book;
c. payments of $100 or more must be made by cheque or electronic funds transfer;
d. petty cash payments recorded in petty cash book;
e. Board approval or ratification of all expenditure with related documented minute;
f. expenditure being adequately documented, filed in chronological order in a place decided by
the committee;
g. cheques and other negotiable instrument signed consistently with the Board’s financial
delegations schedule;
c) the Treasurer regularly balancing the cash book and bank statement, and
d) AuSAE keeping its financial records in Queensland for at least 7 years.
e) taking all reasonable steps to ensure AuSAE complies with the Regulations and working with the
Executive Director on:
a. the adequacy of financial systems and controls
b. preparing an annual budget
c. ensuring financial reporting to the Board on a regular basis, including profit and loss
statements with budget comparison, balance sheet and (if needed) cash forecasts;
d. making recommendations regarding the engagement and role of the auditor, and interacting
with the auditor during the audit process.
f) Be a member of the Finance subcommittee.
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BOARD: NEW DIRECTOR INDUCTION
Introduction
Boards, as governing bodies, need to ensure that all new Board members are provided with support and
information to assist them in discharging their governance responsibilities.
It is inefficient and unproductive for a Board to leave new members of the Board to find their feet simply
through their own experiences. Generally, all new Board members should receive an introduction to the
working of AuSAE; their role and responsibilities; and AuSAE’s administrative arrangements. A systematic
program of induction will facilitate this process.

New Director Induction Process
All Board members are expected to contribute to Board meetings to the best of their ability. To facilitate this,
the Board will provide each new Board member with a thorough induction into the affairs of both the Board
and AuSAE including details of its issues, current concerns, staff, its financial position and its liabilities and
assets each new Board members will receive a “New Board Member Pack”, including a copy of the following
documents:
a)
b)
c)
d)
e)
f)
g)
h)
i)
j)

The Governance Manual (including the Board Code of Conduct);
The Constitution;
The organisational chart;
The current strategic plan;
The most recent annual report;
The last two sets of Board minutes;
The names, addresses and contact details of all Board members;
The list of committees and their members;
Copies of insurance cover relating to their position (Professional Indemnity, Directors and Officers
Liability etc); and
Details of upcoming meetings and other Board events.

New Board members will meet with the Chair after being given the “New Board Member Pack” and preferably
before their first Board meeting. Its purpose is to answer any questions the new Board member/s may have
and to help familiarise them with the Board’s governance role.
New Board members will also meet with the CEO. The purpose of this meeting is to familiarise the new
member/s with the staff’s operational role, to tour the facility and to meet staff.
New Board members should be supported throughout the first six months of their appointment by members of
the Board and the Chair.
New Board members will be required to sign a letter of agreement indicating that they are fully aware of their
role and its implications and accept this position.
Whilst the induction process is designed to assist new Board members with their understanding of AuSAE, it
should be anticipated that further training may need to be provided to assist the Board member to understand
the financial and operational aspects of AuSAE. These could include some financial skills training or other
appropriate training.
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FUNCTION: ACCOUNTABILITY
Accountability Functions
The Board’s functions relating to provision of accountability to key stakeholders are as follows:
a) clear written statement of role and responsibilities for Board;
b) expenditure of money and use of resources consistent with appropriately balanced competing
interests of stakeholders;
c) appropriate transparent management reporting systems exist;
d) regular effective communication with key stakeholders;
e) adequate avenues exist for people seeking bona fide communication with the organisation;
f) active monitoring of viability and activities of the organisation;
g) statutory and formal accountabilities (eg regulators, funding bodies etc) are meet;
h) meaningful evaluations are conducted of the effectiveness of: (i) the Board (including individual
directors), (ii) committees of the Board (iii) the CEO
i) relevant and meaningful professional development provided for Board and senior management.

Communication with Stakeholders Protocol
Communications with stakeholders are primarily the delegated responsibility of the CEO. Consequently,
individual Directors do not provide communication back to stakeholders about matters discussed or agreed by
the Board, including, for clarity, to those stakeholders from which Directors are nominated or by which they
are employed, except only strictly as expressly agreed by the Board.
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Board Performance Effectiveness Evaluation Policy
As a part of its sense of accountability to key stakeholders, and in particular to the Members of AuSAE who
elect the Board, the Directors commit to an annual process for the evaluation of the Board’s effectiveness. This
is undertaken with a view to continuous improvement, rather than with a sense of identifying failures or short‐
comings of the Board or its Members. A policy in regards to this is to be developed.

Format of Board KPIs
It is an integral part of the evaluation of the Board’s performance effectiveness that the Board adopts a set of
annual key performance indicators by which it evaluates its effectiveness each year. A policy in regards to this
is to be developed.
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FUNCTION: MONITORING & SUPERVISING
Monitoring and Supervising Functions
The Board is responsible for monitoring and supervising the governance and management of the organisation
by ensuring:
a) it actively monitors implementation of agreed strategies and policies (including budgets);
b) the receipt and review of regular management reporting;
c) the Board has a direct relationship with the external auditors to ensure integrity and financial
reporting;
d) development of an appropriate documented risk management framework which is regularly
monitored, reviewed and updated;
e) appropriate use of Board committees for more detailed attention as necessary.

Subcommittee Formation and Terms of Reference
Subcommittees are an important part of the monitoring role of the Board as much of the detailed discussion on
key monitoring issues (such as financial management) occurs within subcommittees of the Board.
Subcommittees operate as advisory bodies only, providing advice, recommendations and assistance to the
Board and only making decisions on behalf of the Board if expressly delegated and directed by the Board to do
so in relation to specified matters.
Terms of Reference will be drawn and implemented for each Committee of the Board.
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Risk Management
As a key element of its monitoring and supervising functions, the Board has recognised the importance of
understanding the material risks to the organisation and how they are being managed. Risk management is
never a finite task, and cannot be considered complete at any point in time. The Board therefore regards the
building of a risk‐aware culture within the organisation broadly to be critical to the successful discharge of its
responsibilities in this arena.
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FUNCTION: STRATEGY
Strategy Functions
The Board is responsible to ensure that the organisation pursues appropriate strategy by ensuring:
a)
b)
c)
d)
e)
f)
g)

delegation of responsibility to the CEO for driving development of strategy;
an annual cycle for strategic planning is determined with the CEO;
the whole Board is engaged in the strategic planning and review processes;
inclusion in strategic planning of proper consideration of risks, opportunities and stakeholder views;
inclusion of clear measurable financial and other objectives in all strategic plans;
preparation of business plans and budgets consistent with and to support agreed strategic plans;
regular monitoring and reviewing of the performance of the organisation against approved strategic
plans and goals.

Strategic Plan
The current Strategic Plan for AuSAE, once completed, will be available from the CEO upon request.

Managing the Board’s Role in Planning and Monitoring Strategy
The Board’s role in the development of the Strategic Plan and ongoing monitoring of it is primarily managed by:
a)

the Board setting the annual calendar in advance for the Board’s meeting schedule to include
adequate opportunity for the Board to be engaged in discussions surrounding the continual
monitoring and revision of the Strategic Plan;
b) specifically, scheduling an annual strategy planning meeting in January each year;
c) scheduling ‘strategy and policy implications’ as a standing item at the end of each agenda to give
Directors the opportunity to raise, for later scheduled discussion, strategic or policy issues which may
have arisen but which have not otherwise been capable of being raised or addressed during the
ordinary business of a meeting;
d) requiring reporting from the CEO on an ongoing basis to be framed against the strategic goals of the
organisation under Board Retreat Strategic Directions;
e) requiring the CEO to provide for information, copies of all business or operational plans developed by
the CEO based on Board‐approved Strategic Plans;
f) ensuring that KPIs for the Board which are developed as a result of the Board’s annual performance
effectiveness evaluation (see Section 3.7) take into account and reflect, where appropriate, Board‐
approved strategic goals or priorities;
g) ensuring that KPIs for the CEO which are developed as a result of the annual CEO performance
evaluation take in to account and reflect Board‐approved strategic goals or priorities, and include a
requirement that staff performance evaluation processes (which are under the authority of the CEO)
do the same.
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FUNCTION: POLICY
Policy Functions
The Board is responsible for the development of appropriate policy by ensuring:
a)

development of key governance policies by the Board in keeping with appropriate practices in
governance and legal accountability;
b) the CEO is accountable and responsible to the Board to develop appropriate operational policies such
as the Operational Manual;
c) organisational and operational policies are approved by the Board where appropriate and otherwise
the Board is aware of them;
d) there is clear delineation between Board policy and policy which is the responsibility of the CEO to
develop and monitor;
e) active monitoring of all Board approved policies.

Governance Policy: Investment in Governance
It is recognised that effective governance is desirable to ensure that the Board is able to discharge its
fundamental role of ensuring performance of AuSAE. This can be regarded in some ways as an aspect of
effective risk‐management for AuSAE, since the effectiveness of the Board contributes to the strong guidance
and monitoring of the organisation generally.
It is also recognised that there is a literal cost in financial terms in AuSAE supporting the Board adequately to
do its job. AuSAE budget‐development therefore includes allowance for costs associated with the operation of
the Board, and its continual improvement, since this is regarded as a valuable investment for the secure
governance and stewardship of the assets and resources of AuSAE. Some of those costs include:
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a)

cost of reasonable travel and accommodation arrangements for attendance of Directors at Board
meetings; and
b) cost of annual professional development activities for Directors, strictly subject to prior Board
approval.
The Board Travel Policy is set out in the Policies section of this document.

Governance Policy: Board Recruitment
In all instances of Board appointments, the Board proactively seeks to influence the selection of Directors to
provide relevant and diverse skills, backgrounds, perspectives, expertise and networks that will assist the Board
to carry out its role.
Accordingly Director recruitment and Board development is a shared responsibility and, where possible, will be
undertaken with due consideration of options, need and existing competencies.
Assistance is sought from outgoing Directors to help in the proactive selection of ‘replacement’ Directors and in
their pre‐ and post‐appointment induction where reasonable.
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Conflict of Interest Management Policy
Effective identification and management of conflicts of interest in the Boardroom is essential for two reasons,
namely:
a) In order to build a strong Boardroom culture of mutual trust, respect and openness, which assists with
rigorous and consistent decision‐making; and
b) To ensure absolute confidence amongst Members, other stakeholders and the Board itself, that Board
decisions are made only in the interests of AuSAE, and are not undermined by other allegiances or
interests of Directors.

Board Confidentiality
A strong awareness of, and respect for, the importance of Boardroom confidentiality is also essential in order
to build a strong Boardroom culture of mutual trust, respect and openness. Moreover, the fiduciary and
statutory duties of Directors demand that Directors remain loyal to the properly‐taken decisions of the Board,
irrespective of any individual Director’s personal views on the matter, since speaking against a properly‐taken
decision of the Board outside the Boardroom can damage the organisation and so may even amount to a
breach of the duty of Directors to act in good faith in the interests of the company.
Accordingly, the following protocols apply in respect of Boardroom confidentiality:
a)
b)

c)
d)

e)

f)

g)

h)

all matters discussed within the Boardroom are to be considered confidential and therefore not to be
discussed outside the Boardroom, subject only to the following paragraphs;
a Director may, outside the Boardroom, discuss reasons for any decision of the Board which has
already been published by AuSAE (through the CEO or the Chair as appropriate) provided that the
Director may not discuss individual views of Directors (including their own views) or matters discussed
by the Board in relation to those decisions which have not also been published by AuSAE;
Directors (including the Chair) may discuss other decisions of the Board, or other matters which come
before it, outside the Boardroom only with the prior express consent of the Board;
subject to the next paragraph, the CEO has general authority and discretion to publish all decisions of
the Board (i.e. decisions passed by proper resolution of the Board) outside the Boardroom, unless
directed otherwise by the Board;
the CEO does not have authority to publish or discuss individual views of Directors (or their own views)
or ancillary or other matters discussed by the Board in relation to Board decisions except with the
prior express consent of the Board;
if a Director is approached and asked to comment or provide information to any person regarding
decisions of the Board, the Director ought to refer the individual making the enquiry to the CEO
and/or Chair of AuSAE as the case demands;
if a Director is placed in a compromising position in respect of matters discussed in the Boardroom
and is thus forced to make comments outside the Boardroom on matters which this Policy states
ought not to be discussed outside the Boardroom, the Director is expected to contact the Chair
immediately after the relevant event and liaise with the Chair, and through him/her with the CEO and
the Board as the case may require, to determine the best way to handle any issues arising out of the
matters discussed by the Director outside the Boardroom;
for the avoidance of doubt, the provisions of this Policy on Boardroom confidentiality apply equally to
prohibit Directors discussing matters with their own employers or other related stakeholders in the
organisation as to any other unrelated person.
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FUNCTION: WORKING WITH AND
THROUGH THE CEO
CEO Functions
The Board is responsible to forge a strong and productive mutually trusting working relationship with the CEO
for the benefit of the organisation, by ensuring:
a) openness and honesty in all matters is encouraged between Board and CEO
b) this relationship is fostered between meeting through encouraging a close working relationship
between Chair and CEO
c) clear written terms of appointment, position, description and delegations for the CEO are in place;
d) agreeing annual KPIs for CEO performance;
e) annual CEO performance reviews are conducted by the Board against position description and agreed
KPIs;
f) regular ongoing reporting by CEO to Board in a form which is meaningful and relevant; and
g) a CEO succession plan is in place.

CEO Performance Evaluation Policy
As a part of its sense of accountability, the Directors commit to an annual process for the evaluation of the
Board’s effectiveness (see Section 3.7.1) with a view to continuous improvement of the Board and its
governance arrangements. Much the same philosophy underpins the Board’s approach to the conduct of CEO
performance evaluations. Hence they are conducted annually as part of the accountability of the CEO to the
Board (and the Board to the Members), with a view to the Board supporting the continual professional
development and performance of the CEO. The full policy adopted by the Board in this respect is set out in
Schedule A.3.
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Format for CEO KPIs
It is an integral part of the evaluation of the CEO’s performance that the Board adopts a set of annual key
performance indicators by which it evaluates the CEO’s performance each year. The current set of KPIs for the
CEO, which will be used to evaluate the CEO’s effectiveness at the next CEO performance evaluation, are yet to
be determined.
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Board and CEO Role, Authorities, Responsibilities and Delegations
The Board recognises that the most important relationship it has for the good governance and operation of
AuSAE is the relationship with the CEO as the executive head of AuSAE. The CEO has the delegated authority
from the Board to lead and run the operations of AuSAE on a day to day basis as detailed in the CEO’s role
description. The delegations and limits of authority of the CEO are reviewed annually by the Board and are set
out as follows.
Board
Financial Accountability
 Develop budget in accordance with established policy for Board
approval
 Expend funds within budget
 Raise debt repayable within 60 days
 Utilise long term reserves
 Ensure payroll and debts are settled in a timely manner
 Ensure accurate and timely submission of taxation/govt requirements
 Approve reallocation between budget categories i.e. operating, staffing,
capital line items
 Employ staff at rates in accordance with approved budget
 Ensure debt recovery after a reasonable grace period
 Comply with audit standards and controls
Capital Expenditure
 Acquire, encumber or dispose of real property
 Obtain quotes and consider conflict of interest when making purchases
 Ensure stringent method of assuring the balance of long term value with
cost outlay
Asset Protection
 Insure against fire theft and loss
 Maintain vehicles and equipment
 Protect intellectual property and files
 Invest in govt guaranteed investments or interest bearing accounts
 Maintain an asset register
Legal Matters
 Ensure the organisation is not unnecessarily exposed to liability claims
 Ensure the Board is fully informed and supported in its fiduciary duty
 Ensure a risk management system is in place
 Monitor policies which instruct the CEO
 Ensure strict controls in relation to collecting, storing, reviewing and
transmitting confidential information
 Ensure operational procedures are documented to ensure the Board is
protected from sudden loss of staff members
Employment
 Ensure pre‐employment checks are conducted
 Maintain written personnel policies for effective handling of grievances
to ensure transparency
 Comply with all legislation and internal policies in relation to
employment practices
Systemic Advocacy
 Make all reasonable attempts to ensure accuracy of claims
 Sign letters to Minister; D‐G or Deputy D‐G in relation to advocacy
 Meet with Minister; D‐G or Deputy D‐G
Lobbying & Influencing
 Ensure the organisations reputation is maintained to allow it to achieve
its mission

CEO
Responsible

>$10,000

Up to $10,000
Responsible

Responsible

Above
$10,000

Responsible

Responsible
Responsible
Below $10,000
Responsible
Responsible
Responsible

Responsible
Up to $5,000
Up to $10,000
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Responsible
Responsible
Responsible
Responsible
Responsible
Responsible
Responsible
Responsible

Responsible
Responsible
Responsible
Responsible
Responsible

Responsible
Responsible
Responsible

Responsible
Responsible
Responsible

Responsible

Responsible

Responsible

16

 Seek advice to avoid defamation; seek local member relevant input;
 Statements directly criticising a Minister, Dept or Public Servant
 Inform Chair of significant media queries
Operational planning and policy
 Overall operational planning for organisation
 Operational policies
 Evaluation of organisation
 Planning member events and programmes
 Day to day activities
 Fund reporting
 Liaison with other agencies
Volunteers
 Recruitment, Co‐ordination, Support and Training.
 Co‐ordination
 Support and training
 Induction/job descriptions
Promotion
 Organisation publicity
 Programme publicity
 Networking
Other
 Demonstrate appropriate respect for members and member’s interests
 Engage members in the work of AuSAE
 Conduct census annually

Board
Responsible
Responsible

CEO
Responsible
Responsible
Responsible
Responsible
Responsible
Responsible
Responsible
Responsible
Responsible
Responsible
Responsible
Responsible
Responsible

Responsible
Responsible
Responsible

Responsible
Responsible
Responsible

Responsible
Responsible

Responsible
Responsible
Responsible
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POLICY: BOARD CONFLICTS OF INTEREST
The Board of AuSAE recognises the important duty of good faith applicable to Directors. The Board is
committed to doing its utmost to encourage Directors to observe this duty including through avoiding actual
conflicts of interest and the perception, whether founded or not, of a conflict of interest. It is the aim of this
Policy to:
a)

Foster a culture of awareness within the Board of the need to manage conflicts of interest, whether
potential, actual or perceived; and
b) Give confidence to AuSAE Members and other stakeholders that the Board is aware at all times of the
duty to act in the interests of AuSAE and not in anyone else’s interests.
In this policy, the expression ‘conflict of interest’ refers to conflicts between the Directors’ obligations to serve
the interests of AuSAE and their own personal, professional, business or other interests. To this end:

P
O
L
I
C
I
E
S

a) a Directors’ Interests Register shall be maintained by the Board;
b) the Directors’ Interests Register shall record all of the relevant interests of Directors;
c) all actual or identified potential conflicts of interest of Directors must be declared by Directors at all
meetings at which any matter is discussed involving the relevant conflict;
d) the minutes of every meeting must record all such declarations; and
e) a Director must refrain from discussion, abstain from voting and/or leave the room where matters of
conflict arise, as detailed in this policy.
Whilst it is not possible or desirable to set out a definitive list of instances which will amount to potential or
actual conflicts of interest, the Board has identified the following circumstances as being indicative of
circumstances which will or may give rise to potential or actual conflicts of interest requiring disclosure under
this Policy:
Outside interests – dealings between the Company and another body or business in which a Director
(or family member of that Director) has a material or controlling interest;
b) Competing professional or other interests;
c) Gifts, gratuities and entertainment – eg received from a third party who has, or may reasonably be
considered to have, an interest in the outcome of a decision of the Board.

a)

Each Director must, when appointed to the Board, notify the CEO of all relevant interests and relationships of
the Director (see item 3.2 above for guidance) for entry in the Directors’ Interests Register. This notification will
be given by completing a Directors’ Interests Declaration, in the form attached. For the avoidance of doubt
Directors must notify both actual and potential conflicts of interest.
Each Director shall have an ongoing obligation during their term of office to notify the CEO of relevant interests
or relationships as they arise of which the Director becomes aware which may reasonably be expected to be, or
result in, a conflict of interest.
The CEO is responsible to keep the Board, through the Chair, informed of all notifications made under this
Policy.
There shall be a standing item on the agenda, at the beginning of each meeting of the Board, requiring
Directors to declare conflicts of interest in respect of any business on the Board’s agenda for that meeting.
Each Director must identify when they have a conflict of interest with regard to any item on the agenda for a
meeting or arising in the course of the meeting and must, if required by the other members of the Board, leave
the meeting for the duration of the discussion or refrain from taking part in the debate on the relevant issues.
In any event, the Director must abstain from voting on such items.
All such declarations of conflicts of interest must be recorded in the minutes of the relevant meeting. For the
avoidance of doubt, in the case of minor or potential conflicts of interest, the minutes need only record the fact
of the conflict having been declared.
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POLICY: RISK
In its governance role, the Board of AuSAE assumes ultimate responsibility to ensure that adequate risk
management procedures are adopted to protect the assets and undertakings of the organisation.
Risk awareness:
The Board requires that AuSAE adopt an active approach to risk management as a risk‐aware organisation, and
not a risk‐averse one. In keeping with this philosophy the Board recognises that:
a) prudent risk management does not require that all risks are identified and/or eliminated;
b) AuSAE aims to ensure that procedures are in place to identify material risks and, where an evaluation
of the likelihood and potential consequences of such risks occurring demand, steps are taken, and
controls are in place, to appropriately manage risks; and
c) Only where the materiality of the potential risk demands, is it required that the risk be eliminated.
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Executive Director as Board’s delegate:
The CEO, or the CEO’s delegate as agreed by the Board, is responsible to the Board to ensure that Risk
Management Plan/s are developed and maintained for AuSAE consistent with this Policy.
Board’s Role:
The Board has approved the following framework for development by Management of AuSAE Risk
Management Plan/s:
a) The main risk areas for AuSAE have been identified by the Board within this Policy;
b) For each of the identified risk areas, Management identifies in written plans the material risks and the
person/s responsible to identify and manage the material risks in those areas;
c) The Board has approved the measures set out in Section 4 to assess the likelihood and the
consequences of risks when determining materiality of risks, and the acceptability of those risks to
AuSAE; and
d) Management is to report to the Board as required by the Board from time to time for ongoing risk
monitoring.
Implementing Risk Management:
The CEO, or his/her delegate as agreed with the Board, is to ensure that implementation of Risk Management
Plan/s for AuSAE include the following elements:
a) Staff of AuSAE are trained as appropriate in the purpose and application of Risk Management Plan/s;
b) Risk Management Plan/s are implemented in such a way that awareness and management of risk
becomes part of the day‐to day‐operations and reporting at AuSAE;
c) agreed delegate, monitors and regularly reports to the Board (or if established, the Finance
Subcommittee (Committee)) on the implementation of, or departure from, Risk Management Plan/s;
and
d) the Manager, or his/her agreed delegate, conducts a full review of the AuSAE Risk Management Plans,
including a review of the effectiveness of implementation, at least every 3 years and reports the
results to the Board.
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Inclusions in Plan/s
The Board requires Risk Management Plan/s to include:
a)

adequate insurances be taken out, and advice taken from AuSAE’s brokers or insurers where
necessary, to cover the usual risks for organisations such as AuSAE and to cover any particular
extraordinary risks which arise in the circumstances of AuSAE; and
b) a contingency plan for handling emergencies which would interfere substantially with the ongoing
operation of AuSAE (or a substantial part of it).

Role of Board
Despite the delegation under this Policy to the CEO:
a)

the Risk Management Plan shall include responsibility for the Committee (and if not the Board) to
enquire into the risk assessment, if any, undertaken in preparing the business case for all proposals
presented to the Board involving material use of AuSAE’s resources;
b) In putting forward all recommendations to the Board via the Committee, if any, the proposal should
include confirmation that the Committee has made such enquiry, and is satisfied with the responses,
unless it advises the Board otherwise; and
c) If the Committee is not satisfied with the results of any of its enquiries in this respect, and therefore is
concerned with any risk factors arising in relation to a proposal, it must alert the Board to the relevant
concerns for full discussion and consideration.
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Risk Management Process
The Risk Management process to be adopted for all risk areas is:

Risk Profile and Responsibilities
AuSAE’s risk areas have been identified as:
Risk Area
Governance
Staff Retention
Loss of Organisational/Reputation
Compliance
Loss or corruption of computer/hard copy files
records or data

Responsibility/Operational Delegation
Board of Management
CEO & Operations Manager
Board of Management, CEO & Staff
CEO & Operations Manager
CEO & Operations Manager
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Level of Risk Matrix

L
I
K
E
L
I
H
O
O
D

Consequence
1

2

3

Minor

Moderate

Substantial

A

(almost certain)

H

H

E

C

(possible)

M

H

H

E

(rare)

L

M

M

Risk Rating
L
Low Risk

M

Medium Risk

H

High Risk

E

Extreme Risk
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Action Required

No further action is needed at present, but monitoring will be necessary
to ensure that controls are maintained.

Manage by Routine Procedures

Efforts must be made to reduce the risk, but the costs of doing so need
to be carefully considered.

Approval required from relevant CEO or Officer, notification to CEO

The activity should be halted until the risk has been reduced or sufficient
control measures are in place.

Approval required from CEO, notified to Board

The activity that gives rise to the risk should be prohibited.

Approval required from Board to proceed with it.

Likelihood of an Event Classification
A
C
E

The event is expected to occur in most circumstances
The event should occur at some time.
The event may occur only in exceptional circumstances.

(almost certain)
(possible)
(rare)

Consequence Levels
1
2

(Minor)
(Moderate)

3

(Substantial)

Minor effects that are easily remedied
Some of our core objectives and/or operations
affected
Sustained or significant impact on ongoing ability
to achieve core objectives and/or operations

Up to $15,000
Between $15,001
$50,000
Above $50,000

and
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POLICY: BOARD TRAVEL
This Board Travel Policy applies up until the transition of arrangements from SMS. Until that time SMS is
bearing the costs of board travel as outlined below. This policy is due for updating immediately post‐
transition. The transition is currently scheduled for January 1, 2015.
AuSAE is committed to covering the cost of reasonable flights and accommodation arrangements to enable
attendance of Directors at quarterly Board meetings. Expenses are reimbursable as per the following:
1) Individuals located within the city, or within 150 kilometres of the city, in which the Board meeting is
taking place are not eligible for travel reimbursements.
2) Individuals traveling by air to the Board meeting are eligible to apply for AuSAE to cover their airfare on the
following conditions:
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a) The Board member must not be already travelling to this location at this time.
b) The Board member must not be able to avail themselves of a reimbursement for this journey
from another source.
c) The Board member must advise AuSAE office of their requirement for a flight at least three
weeks prior to the meeting.
d) AuSAE is a member of the Qantas Acquire program and accrues points from flights booked that
benefit the Association. Therefore AuSAE’s preferred carrier is Qantas. However where flight
times, costs or arrangements are unreasonable. This particularly applies for New Zealand based
Board members.
e) The Board member will advise the AuSAE office of their preferred travel arrangement and a “red
e‐deal” or equivalent airfare will be booked by the AuSAE office on behalf of the Board member.
It is understood that there will be times the Board member may need to book on their own
behalf and these will need to be agreed and approved in advance of making the booking.
f) Where these flights are changed by the Board member, the costs of any changes to these flights
will be borne by the Board member. Where flight changes are made as a result of changes to
AuSAE scheduling, AuSAE will bear the costs of any changes.
g) Where the Board member holds a frequent flyer membership for the airline booked, the Board
member is entitled to retain ownership of all points earned during the journey.
3) Individuals requiring hotel accommodation are eligible to apply for AuSAE to cover accommodation costs
on the following conditions:
Accommodation reimbursements are only available where an overnight stay is required in order
to meet flight requirements. Where a Board member can reasonably fly in the morning of the
meeting, or reasonably fly out the evening after the meeting, they will not be eligible for
accommodation to be covered.
b) The Board member must not be able to avail themselves of a reimbursement for the
accommodation from another source.
c) The Board member must advise Management of their requirement for accommodation at least
three weeks prior to the meeting.
d) Any accommodation will be booked by the AuSAE office on behalf of the Board member unless
otherwise agreed due to other accommodation arrangements.
e) Any accommodation requirements outside of those required for attendance at the Board
meeting shall be the sole responsibility of the Board member.
f) Where the Board member holds a loyalty club membership for the accommodation booked, the
Board member is entitled to retain ownership of all points earned.

a)

4) Meals, taxi’s and other local travel costs are not eligible for travel reimbursements.
5) The coverage of travel costs is approved by the CEO and will not be unreasonably withheld. In the event of
a disagreement regarding travel expenses, the Risk and Audit Committee will adjudicate.
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POLICY: MARKETING TO MEMBERS BY
MEMBERS
1) In general, marketing to members will be limited to AuSAE events and offers;
2) Any other marketing material or promotions sent out under the auspices of AuSAE must be approved by
the Board;
3) Business members may seek permission from the Board to periodically promote their goods, services and
events using the AuSAE membership list and website;
4) Permission will only be granted where the board believes:
a)

The good, service or event is of high quality and the promotion will not bring AuSAE into
disrepute;
b) The good, service or event will be of potential benefit to members;
c) The overall volume of promotions offered by business partners does not lead to member fatigue.
5) No other class of member will be able to promote a for‐profit good, service or event unless the business
they are promoting also holds a valid business partner membership;
6) The Society may from time to time negotiate in‐kind donation of goods, services or events in return for an
annual business partner membership;
a)

Such pro‐bono arrangements must be renewed each membership year. Otherwise, they will
expire at the end of the membership year in which they were negotiated.
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POLICY: BOARD COMMUNICATIONS
1) This policy / possible by law is to articulate the different communications responsibilities within the
administration of the society. It has been developed to ensure efficiency, clarity and to avoid duplication.
Responsibilities have been divided in to two areas:
a)

Policy – the Board ‐ The Board are responsible for position statements, policy and opinions on
issues affecting the profession. All communications to members and the general public must be
approved by the board at final draft level.

b) Operations – SMS / Executive Officer ‐ SMS / Executive Officer is responsible for all operational
communications that affect AuSAE and its members. Routine communications already approved
by the Board on events and positions. No media or public statements should be made without
board or presidential approval.
2) This policy relates to: Media releases, Posts on Social media, Webpage uploads, and all Journalist
communications.
3) Further Guidance. When in doubt SMS / Executive Officer must consult with the President for guidance.
4) The President of AuSAE is authorised to communicate on all matters that have yet to be deliberated on or
approved by the Board between meetings of the Board.
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COMMITTEE: AUDIT & RISK
Terms of Reference
1

Purpose: The Audit and Risk Committee is an operating committee of the AUSAE Board of Directors
charged with oversight of financial reporting and disclosure. The purpose of the Audit and Risk Committee
(‘the Committee) is:
1.1
1.2
1.3
1.4
1.5
1.6

2

Membership and appointment
2.1
2.2
2.3
2.4
2.5
2.6

3

3.2

The Committee shall elect a chair at its first meeting each year to serve until the next Annual
General Meeting;
The Committee Chair must not be eligible for re‐election/appointment at the next Annual
General Meeting.

Frequency of meetings and quorum
4.1
4.2
4.3
4.4
4.5

5

The Committee shall be composed of at least three (3) and no more than six (6) members of the
Board;
At least one member must not be eligible for re‐election/appointment at the next Annual
General Meeting;
The members are to be appointed by the Board at its first meeting following the Annual General
Meeting each year;
The members of the Committee will serve until the next Annual General Meeting;
No member may serve on the Committee for more than three (3) years in a row;
Each committee member will be both independent and financially literate.

Chairing
3.1

4

To oversight financial reporting and accounting;
To oversight the external auditor;
To oversight regulatory compliance;
To oversight risk management;
To oversight internal and external control procedures; and
To provide a forum for effective decision making between the Board and Management.
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Meetings shall be held as required with a minimum of one (1) meeting per year required in order
to be considered active;
Meetings may be called by either the Chair or by two of the regular members;
Meetings may be held in‐person, via teleconference (i.e. audio or video) and circular motions
may be used to approve decisions via email;
A quorum of two of three members will be required to conduct business;
Votes shall be carried by the majority (where there are fewer than 3 members present and the
vote is tied, the matter should be deferred until the next meeting for a final binding vote);

Record of meetings and reporting to the board
5.1
5.2

A record of decisions taken, rather than formal minutes, will record the decisions of the
Committee;
The Chair shall report verbally to the Board as required.
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6

7

Functions and delegated authority
6.1

Role in oversight of financial reporting and accounting ‐ The Committee will review the quarterly
and annual and annual reports prior to Board presentation and publication. Additionally its
members are charged with discussing complex accounting estimates and judgments made by
management and the implementation of new accounting principles or regulations. The
Committee will interact regularly with senior financial management (CFO/Finance Manager/
Accountant) and will be in a position to comment on the capabilities of these managers. Should
significant problems with accounting practices or personnel be identified or alleged, a special
investigation may be directed by the Committee, using outside consulting resources as deemed
necessary. External Auditors are required to report to the committee on a variety of matters,
such as their views on management's selection of accounting principles, accounting adjustments
arising from their audits, any disagreement or difficulties encountered in working with
management, and any identified fraud or illegal acts.

6.2

Role in oversight of the external auditor ‐ The Committee will approve selection process of the
external auditor and final recommendation to the Board prior to the AGM. The external auditor
(also called a public accounting firm) will review the society's financial statements annually and
will issue an opinion on the accuracy of the society's annual financial statements. Decisions to
change an external auditor require the Audit and Risk Committee’s approval. The Committee is
ensure the external auditor is independent, meaning no conflicts of interest exist that might
interfere with the auditor's ability to issue its opinion on the financial statements.

6.3

Role in oversight of regulatory compliance ‐ The Committee will discuss litigation or regulatory
compliance risks with management, generally via briefings or reports from accounting practice
information, or legal advice provided to via management. Management is to report incidents or
risks related to the society's policies and code of conduct to the Committee.

6.4

Role in monitoring the effectiveness of the internal control process and of the internal audit ‐
Internal Control includes policies and practices used to control the operations, accounting, and
regulatory compliance of the society. Management and both the internal auditing function and
external auditors provide reporting to the Audit and Risk Committee regarding the effectiveness
and efficiency of internal control.

6.5

Role in oversight of risk management ‐ The Society has a variety of functions and activities it
performs, and there is a requirement to understand and address risks that threaten the
achievement of the organisation's objectives. The policies and practices used by the society to
identify, prioritise, and respond to the risks (or opportunities) will be discussed with the
Committee. Having such a discussion is required pre requisite for the Society’s Board Meetings.

6.6

To oversight internal and external control procedures. Particularly in the following areas ‐
Financial reporting and practices; business ethics, policies and practices; accounting policies;
management and internal controls.

6.7

To provide a forum for effective decision making between the Board and Management – The
Committee will provide through regular meetings, a forum for communication between the
Board, management and staff involved in funding and financial internal control procedures. The
committee is responsible for overseeing, analysing and making recommendations to the Board.

Changes to these terms of reference
7.1

Changes to these terms of reference must only be made with the approval of the Board.
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COMMITTEE: NOMINATIONS
Terms of Reference (Approved 21 Jun 2013. Updated 23 Jan 2014)
1

Purpose: The purpose of the Nominations Committee (‘the Committee) is:
1.1
1.2
1.3
1.4
1.5

2

Membership and appointment
2.1
2.2
2.3
2.4
2.5

3

3.2

The Committee shall elect a chair at its first meeting each year to serve until the next Annual
General Meeting;
The Committee Chair must not be eligible for re‐election/appointment at the next Annual
General Meeting.

Frequency of meetings and quorum
4.1
4.2
4.3
4.4
4.5

5

The Committee shall be composed of no more than three (3) members of the Board;
At least one member must not be eligible for re‐election/appointment at the next Annual
General Meeting;
The members are to be appointed by the Board at its first meeting following the Annual General
Meeting each year;
The members of the Committee will serve until the next Annual General Meeting;
No member may serve on the Committee for more than three (3) years in a row.

Chairing
3.1

4

To ensure that the Board has the right mix of skills, experience and representation to effectively
manage its affairs;
To work with the secretariat/association management company to maintain an up to date
register of directors;
To annually identify the skills and attributes needed on the board to conduct ongoing work and
to accomplish any special projects;
To work closely with Division Committees to assist them in identifying and appointing
representatives to the board;
To ensure there is sufficient continuity/renewal among the office holders of the association.
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Meetings shall be held as required with a minimum of one (1) meeting per year required in order
to be considered active;
Meetings may be called by either the Chair or by two of the regular members;
Meetings may be held in‐person, via teleconference (i.e. audio or video) and circular motions
may be used to approve decisions via email;
A quorum of the full committee will be required to conduct business;
Votes shall be carried by the majority (where there are fewer than 3 members present and the
vote is tied, the matter should be deferred until the next meeting for a final binding vote);

Record of meetings and reporting to the board
5.1
5.2

A record of decisions taken, rather than formal minutes, will record the decisions of the
Committee;
The Chair shall report verbally to the Board as required.
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6

Functions and delegated authority
6.1
6.2
6.3
6.4
6.5
6.6

6.7
6.8

6.9
6.10

7

To catalogue the existing skills and attributes of directors and to identify any gaps in skills or
experience;
To develop an application form to serve as a director which captures the information necessary
to monitor the skills and attributes of each director individually and the board collectively;
To exercise due diligence over the process used by Division Committees when searching,
screening, recruiting and recommending candidates for election as State representatives;
To search, screen, recruit and recommend candidates to fill casual vacancies;
To search, screen, recruit and recommend candidates for co‐opted positions;
To monitor how well the board represents the membership according to geography (i.e.
internationally and by state in Australia), member category (i.e. full, business partner), member
type (i.e. professional association, trade body, charity) and other relevant attributes (i.e. career
stage);
To monitor succession among the ranks of the association’s office holders to ensure
continuity/renewal as required;
To deliver a report to the membership each year at the Annual General Meeting on the overall
skills and attributes of the board including recommendations regarding candidates for election
based upon its due diligence process;
To deliver a report to the board each year at the meeting immediately following the Annual
General Meeting on the succession of office holders;
To recommend changes to the composition of the board and the election/appointment process
stipulated under the constitution.

Changes to these terms of reference
7.1

Changes to these terms of reference must only be made with the approval of the Board.
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FORM: NEW BOARD MEMBER INDUCTION
Name
Company
Position
Postal Address
State
Street Address
State
Phone
Email
Twitter

Postcode

F
O
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M
S

Postcode
Fax

Induction Checklist


I have received, read and understood the following documents:
 details of upcoming meetings and other
Board events.
 the Governance Manual (including the Board
Code of Conduct);
 the Constitution;
 copy of the organisational chart;
 copy of the current strategic plan;
 copy of the most recent annual report;
 copies of the last two sets of Board minutes;

 the names, addresses and contact details of
all Board members;
 the list of committees and their members;
 copies of insurance cover relating to their
position (Professional Indemnity, Directors
and Officers Liability etc).

I have attached a copy of my profile photo and a short bio outlining my experience, skills and personal
commitment to the objects of AuSAE.
I have attached a completed copy of the Directors Declaration of Interests form.
I am fully aware of the requirements of being on the board of AuSAE and its implications. It is with this
understanding that I accept the position of Director on the Board of AuSAE.

DATE

_____________________________

SIGNATURE _____________________________

OFFICE USE ONLY
SIGNED FORM RECEIVED DATE:
MEETING WITH CHAIR DATE:
MEETING WITH CEO DATE:
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FORM: DECLARATION OF INTERESTS
Name
Company
Position
Postal Address
State
Street Address
State
Phone
Email

Postcode
Postcode
Fax

I understand that the purposes of AuSAE’s Declaration of Interest policy are to:
a) protect the integrity of the Board in its governance role;
b) enable the other Directors, Management, Members and others affected by my decisions to have
confidence in the integrity of those decisions; and
c) protect the reputations of all Directors in carrying out their collective responsibilities to AuSAE and its
Members.
I will respect its spirit as well as its wording.
Described below are all material business, financial and other relationships, positions, or circumstances in
which I am currently involved and/or believe could potentially contribute to a conflict of interest:

I certify that the information set out above is true and complete to the best of my knowledge.

DATE

_____________________________

SIGNATURE _____________________________
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