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Part 1.1
Division 1.3.1

Section 1

Part 1.1 Preliminary

1

Model rules—application

These model rules, as in force from time to time, are the rules of the ACT Careers
Association.

Note The Association may, by special resolution, at any time, decide to adopt rules other than these
model rules (see Act, s 33). However, if a rule is inconsistent with the Act or another law in force
in the ACT, the rule has no effect (see Act, s 34). Also, if the model rules make provision for a
matter not provided for in the Association’s rules, the Association’s rules are taken to include the
provision of the model rules in relation to that matter (see Act, s 31 (2)).

Association objects
The objects of the Association are:

1. The ACT Careers Association’s vision is that all children and young people in the
ACT and Capital region have access to career development services and/or programs
guided and provided by qualified and professionally current career development
practitioners.

2. The ACT Careers Association purpose is to service and support its members to build
specialist skills and knowledge to prepare, promote and provide evidence-based career
development services and/or programs to children and young people in the ACT
community by:

(@) providing continuing professional development (CPD) opportunities aligned to the
CICA Professional Standards for Australian Career Development Practitioners (CICA
2019)

(b) building collaborative partnerships with local industry, relevant stakeholders and other
career associations

(c) sharing evidence-based careers practice
(d) facilitating member networking

(e) advocating for the delivery of career education as a teaching area requiring expertise,
and career counselling as a specialist field of guidance in ACT schools.

Note The objects of the Association are the objects appearing in the statement of the Association’s
objects lodged with the registrar (see Act, s 29). The Association may alter its objects by special
resolution (see Act, s 30).

Application of certain Acts

The following Acts apply to the Association’s rules as if the rules were an instrument
made under the Act:

(@) the Electronic Transactions Act 2001;

(b) the Legislation Act 2001.

Note 1  Under the Electronic Transactions Act 2001, s 8, information required to be given in writing may
be given electronically. For example, applications for membership may be given by email.

Note 2  The Legislation Act contains definitions and other provisions relevant to the Association’s rules.
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Membership Part 1.2
Dispute resolution procedure Division 1.3.1

Section 4

Part 1.2 Membership

4
1)

@)

Membership—application
A person may apply to the committee to become a member of the Association.
Note Founding members of the Association are dealt with in the Act, s 21 (2).
The application must—
(@ be inwriting; and
(b) include—
(i) the applicant’s name and contact details; and

(if) a statement that the applicant supports the Association’s objects and agrees to
comply with the Act and the Association’s rules and code of conduct; and

(c) be signed by the applicant

(3) The committee may require the application to be in a form decided by the committee.

(4)

(d)

Members are required to nominate a membership category —

@) Professional member
ACTCA professional membership is available to career development practitioners
who have gained a CICA endorsed Graduate Certificate or higher. Professional
Career Development Practitioner status may also be gained through ACTCA’s
Alternative Pathways (Appendix 1). Professional Career Development Practitioners
work in a range of settings, coordinate teams including Associate Career
Development Practitioners, and in supervisory roles.

(b) Associate member
ACTCA associate membership is available to career development practitioners
who have gained a CICA endorsed Certificate 1V in Career Development.
Associate Careers Development Practitioner status may also be gained through
ACTCA’s Alternative Pathways (Appendix 2). Associate Career Development
Practitioners work in support roles.

(© Collegial member

ACTCA collegial membership is available for individuals with no career
qualifications but would like to support the ACTCA and stay informed about the
career industry. Collegial members agree to abide by the ACTCA rules and the
Code of Conduct. CICA’s professional standard requirements are not applicable to
this membership category.

Industry member

ACTCA industry membership is available for education institutions, businesses,
organisations and other industry stakeholders that support the vision, purpose and
goals of the ACTCA. Industry members agree to abide by the Association rules and
ACTCA Code of Conduct. CICA’s professional standard requirements are not
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Part 1.2
Division 1.3.1

Section 5

applicable to this membership category.

(e Life member
Life membership is granted by the Association as acknowledgement and
recognition of the outstanding and distinctive service of an ACTCA member to the
ACTCA, the ACT careers community and the field of careers. ACTCA members
are encouraged to nominate potential Life Members to the ACTCA committee
addressing the publicised criteria. Life members hold Professional or Associate
membership and are financial members of the ACTCA at the time of the
nomination.

(5) The Professional and Associate categories of membership of the Association are defined
by the qualification level of Professional and Associate Career Development Practitioners
as set out in CICA’s Professional Standards for Australian Career Development
Practitioners (2019).

(6) The Association’s alternative pathways to Professional or Associate Career
DevelopmentPractitioner status is defined by the ACTCA’s Alternative Pathways
framework (Appendix 1 and 2) and regulated by the Association’s committee.

(7) The committee may remove or establish additional categories of members and
prescribe the qualifications, rights, privileges and obligations of members of those
categories.

Note The committee may require form 1 in pt 1.8 to be used.

Membership—decision

(1) The committee must consider each application for membership and decide whether to
accept or reject the application.

(2) The committee may reject an application only if—
(@) the application does not comply with section 3 (2); or

(b) if the committee requires an application to be in a particular form under
section 3 (3)—the application is not in the required form; or

(c) the committee is not satisfied that the applicant will support the Association’s objects
and comply with the Act and the Association’s rules.

(3) As soon as practicable after deciding the application, the committee must give the
applicant written notice of the decision.

(4) If the committee accepts the application, the committee must—

(@) ask the applicant to pay the joining fee; and
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(1)

(@)

3)

()

Membership Part 1.2
Dispute resolution procedure Division 1.3.1

Section 6

(b) the register of members shall be open for inspection, free of charge by any member
of the Association, subject to the Federal Privacy Act 1988 and Association privacy
level asindicated on each membership application form.

(c) after the applicant pays the fee—record the information required by the Act,
section 67 (2) in the register of members.

Note 1  The information required to be recorded in the register includes the person’s name and
contact details, approved membership category, and the date the person became a member
(see Act, s 67 (2)).

Note2 A member may apply to the committee to restrict access to the member’s personal
information on the register (see Act, s 67B).

Membership—when membership begins
A person’s membership begins on—

(@) if the joining fee is $0—the day the committee accepts the person’s application for
membership; or

(b) inany other case—the later of the following:
(i) the day the committee accepts the person’s application for membership;

(if) the day the person pays the joining fee.

Membership—joining fee and annual membership fee

The fee to join the Association (the joining fee) is—

(@ $0; or

(b) if the committee decides another amount—that amount.

The annual fee for membership of the Association (the annual membership fee) is—
(@) determined by the committee and ratified by members

The annual membership fee is payable before -

(@ 1 April each year; or

(b) if the committee decides another date—that date.

However, if a person’s membership begins after the due date in a calendar year, the due
date for the annual membership fee is—

(@ 1 April in the following calendar year; or

(b) if the committee decides another date—that date.

Membership—when membership ends

A person’s membership ends if—

(@) the person resigns under section 9; or

(b) the person has not paid their annual membership fee by the due date; or

(c) the person’s membership is cancelled as a result of disciplinary action taken under
part 1.3; or
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1)

@)

(3)

(4)

Part 1.2
Division 1.3.1

Section 9

(d) if the member is an individual—the individual—

(i) dies; or

(it) is not physically or mentally fit to exercise the functions of membership; or
(e) if the member is a corporation—the corporation is wound up; or
(F) the incorporation of the Association is cancelled under—

(i) the Act, section83 (Cancellation where continued incorporation
inappropriate); or

(i) the Act, section 85 (Cancellation of incorporation following voluntary
transfer); or

(iii) the Act, section 93 (Cancellation of incorporation); or
(9) the Association is wound up under—
(i) the Act, section 88 (Voluntary winding-up); or
(if) the Act, section 90 (Winding-up by the court).

Membership—resigning

A member may resign their membership of the Association by giving written notice to the
committee.

The resignation takes effect—
(@) on the day the committee receives the notice; or
(b) if another day is stated in the notice—on that day.

Despite section 10 (b), a person who resigns their membership remains liable for any
annual membership fee the person owes the Association when the resignation takes effect.

Note An amount owing under a law may be recovered as a debt in a court of competent jurisdiction or
the ACAT (see Legislation Act, s 177).

The committee must remove information about the member from the register of members
as soon as practicable after the member’s resignation takes effect.

Membership—rights and liabilities not transferable
A member’s rights and liabilities—
(@) are not transferable; and

(b) end when the member’s membership ends.
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Dispute resolution and disciplinary procedure Part 1.3

Dispute resolution procedure Division 1.3.1
Section 11
Part 1.3 Dispute resolution and disciplinary procedure
Division 1.3.1 Dispute resolution procedure
11 Application—div 1.3.1
This division sets out the dispute resolution procedure for dealing with a dispute under
the Act or the Association’s rules between—
(@) amember and another member; or
(b) amember and the committee.
Examples—disputes under the Act or the Association’s rules
1 adispute about when the annual membership fee for membership is due
2 adispute about when an annual general meeting must be held
3 adispute arising out of a refusal of a request under the Act, s 67B by a member to restrict access to
personal information about the member recorded in the register of members
4 adispute about whether the Association is acting in accordance with its objects
5 adispute about whether a member is acting in accordance with the Association’s objects
Note 1  There are further requirements for dispute resolution procedures in the Act, s 65B.
Note 2  On application by the Association, a court may direct a person to comply with the Association’s
rules and may declare and enforce the rights or obligations of members or the Association (see
Act, s 53).
12 Meaning of party to a dispute—div 1.3.1
In this division:
party, to a dispute, means—
(@) if the dispute is between members—the members; or
(b) if the dispute is between a member and the committee—the member and the
committee.
Note A member may appoint someone to act on their behalf in the dispute resolution procedure (see
Act, s 65B (2)).
13 Resolving dispute by agreement
(1) The parties to a dispute must attempt to resolve the dispute by agreement between
themselves.
(2) A party to the dispute may ask the committee to help the parties resolve the dispute by
agreement if—
(@) the committee is not a party to the dispute; and
(b) the parties are unable to resolve the dispute between themselves.
SL2023-25 ACTCA Constitution developed from ACT Govt. Model rules page 9
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14

15

16

1)

(2)

1)

@)

(3)

(1)

@)

(3)

Part 1.3
Division 1.3.1

Section 14

Dispute resolution procedure—starting the procedure

If the parties to a dispute do not resolve the dispute by agreement under section 13, any
party to the dispute may start the dispute resolution procedure by giving written notice to
the committee.

Note A member who is the subject of a disciplinary procedure must not start a dispute resolution
procedure in relation to the same matter until the disciplinary procedure (including any appeal) is
complete (see Act, s 65C (4)).

The notice must—
(@ include the names and contact details of the parties to the dispute; and

(b) give a brief summary of the matters in dispute (a dispute summary) including the
relevant provisions of the Act and the Association’s rules (if known); and

(c) briefly state the steps the parties have taken to resolve the dispute.

Dispute resolution procedure—appointing decision-maker

As soon as practicable after receiving a notice under section 14, the committee must
appoint a decision-maker to decide the outcome of the dispute.

Note For laws about appointments, see the Legislation Act, pt 19.3.
The committee must ensure that the decision-maker—
(@) isunbiased; and
(b) has, or can quickly acquire, knowledge of the following:
(i) the Act;

(if) the Association’s rules;

(iif) the Association’s objects;

(iv) the management and operation of the Association; and
(c) does not have a conflict of interest.

The committee must give the decision-maker a copy of the notice.

Dispute resolution procedure—notice to parties about decision-maker

As soon as practicable after a decision-maker is appointed under section 15, the secretary
must give written notice to each party to the dispute that the dispute resolution procedure
has started.

However, if the committee is a party to the dispute, the secretary is not required to give
the committee notice under subsection (1).

The notice must include—
(@) acopy of the dispute summary for the dispute; and
(b) the name and contact details of the decision-maker; and

(c) information about the dispute resolution procedure.
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Dispute resolution and disciplinary procedure Part 1.3

Dispute resolution procedure Division 1.3.1
Section 17
17 Dispute resolution procedure—opportunity to be heard
(1) Before deciding the outcome of a dispute, the decision-maker must invite each party to
make a written or oral submission (or both) about the dispute.
(2) The invitation must state—

(@) if the decision-maker invites the parties to make a written submission—a period of
not less than 14 days in which a party may make a written submission (the
submission period); and

(b) if the decision-maker invites the parties to make oral submissions—the day and time
(within the submission period) when the party can make their oral submissions.

(3) The decision-maker may also attempt to resolve the dispute with the agreement of the
parties to the dispute.
18 Dispute resolution procedure—outcome

As soon as practicable after the submission period has ended, the decision-maker must—

(@) consider any submissions received by the decision-maker during the submission
period; and

(b) decide the outcome of the dispute (the dispute decision); and

(c) give the parties to the dispute a written notice stating—

(i) the dispute decision; and
(if) the reasons for the dispute decision; and
Note For what must be included in a statement of reasons, see the Legislation Act, s 179.
(iii) that a party to the dispute may appeal the dispute decision under division 1.3.3
(Appealing decisions); and
(d) if the committee is not a party to the dispute—give the committee a copy of the
notice mentioned in paragraph (c).
19 Dispute resolution procedure—ending dispute by agreement
(1) The parties to a dispute may agree to end the dispute at any time before the decision-maker
decides the outcome of the dispute.
(2) If the parties agree to end the dispute, they must give written notice to the following
people:
(@) if the committee is not a party to the dispute—the committee;
(b) if a decision-maker has been appointed for the dispute—the decision-maker.
(3) The notice must state—

(@) that the parties have agreed to end the dispute; and

(b) the terms of the agreement.
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Part 1.3

Division 1.3.2
Section 20
Division 1.3.2 Disciplinary procedure
20 Definitions—div 1.3.2
In this division:
disciplinary action, against a member of the Association in relation to the member’s status
as a member of the Association, includes any of the following:
(@) demoting the member to a level of membership with fewer rights and privileges;
(b) suspending the member’s entitlement to exercise some or all of the member’s rights
and privileges as a member for a stated period,;
(c) suspending the member’s membership for a stated period,
(d) cancelling the member’s membership and disqualifying the member from applying
for membership for a stated period.
ground for disciplinary action—see section 22.
21 Application—div 1.3.2
This division sets out the disciplinary procedure the Association must use if it proposes
to take disciplinary action against a member.
Note 1  There are further requirements for disciplinary procedures in the Act, s 65C.
Note 2 A court may direct a person to comply with the Association’s rules and may declare and enforce
the rights or obligations of members or the Association (see Act, s 53).
Note 3  The Association may (but need not) also use the disciplinary procedure set out in this division if
it proposes to take other disciplinary action against a member.
22 Disciplinary procedure—grounds for disciplinary action
Each of the following is a ground for disciplinary action against a member of the
Association:
(@) the member has failed to comply with the Act or the Association’s rules;
(b) the member has acted in a way that is likely to be harmful to the Association.
23 Disciplinary procedure—proposed disciplinary action
If the committee is satisfied that a ground for disciplinary action exists in relation to a
member of the Association, the committee may, by resolution, propose to take disciplinary
action (the proposed disciplinary action) against the member in relation to the member’s
status as a member.
24 Disciplinary procedure—appointing decision-maker

1)

(2)

If the committee passes a resolution under section 23, the committee must appoint a
decision-maker to decide whether to take the proposed disciplinary action.

Note For laws about appointments, see the Legislation Act, pt 19.3.
The committee must ensure that the decision-maker—

(@) isunbiased; and
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(3)

25

(1)

@)

26
(1)

(2)

27
(1)

Dispute resolution and disciplinary procedure Part 1.3
Disciplinary procedure Division 1.3.2

Section 25

(b) has, or can quickly acquire, knowledge of the following:
(i) the Act;
(if) the Association’s rules;
(iii) the Association’s objects;
(iv) the management and operation of the Association; and
(c) does not have a conflict of interest.
The committee must give the decision-maker the following information in writing:

(@) the name and contact details of the member who is the subject of the proposed
disciplinary action;

(b) details about the proposed disciplinary action;

(c) the grounds for the proposed disciplinary action.

Disciplinary procedure—notice to member about proposed disciplinary
action

As soon as practicable after appointing a decision-maker under section 24, the committee
must give the member written notice telling the member that the disciplinary procedure
has started.

The notice must include—

(@) details about the proposed disciplinary action; and

(b) the grounds for the proposed disciplinary action; and
(c) the name and contact details of the decision-maker; and

(d) information about the disciplinary procedure.

Disciplinary procedure—opportunity to be heard

Before deciding whether to take the proposed disciplinary action, the decision-maker must
invite the member to make a written or oral submission (or both) about—

(@) the proposed disciplinary action; and
(b) the grounds for the proposed disciplinary action.
The invitation must state—

(a) if the decision-maker invites the member to make a written submission—a period of
not less than 14 days in which the member may make a written submission
(the submission period); and

(b) if the decision-maker invites the member to make oral submissions—the day and
time (within the submission period) when the member can make their oral
submissions.

Disciplinary procedure—outcome

As soon as practicable after the submission period has ended, the decision-maker must—
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28

29

@)

(3)

1)

@)

(3)

Part 1.3
Division 1.3.2

Section 28

(@) consider any submissions received by the decision-maker during the submission
period; and

(b) decide whether to take the proposed disciplinary action, another disciplinary action,
or no disciplinary action against the member (the disciplinary action decision); and

(c) give the member and the committee written notice stating—
(i) the disciplinary action decision; and
(if) the reasons for the disciplinary action decision; and
Note For what must be included in a statement of reasons, see the Legislation Act, s 179.

(iii) if the decision-maker decides to take disciplinary action—the day the
disciplinary action takes effect; and

(iv) that the member or the committee may appeal the disciplinary action decision
under division 1.3.3 (Appealing decisions).

If the decision-maker decides to take disciplinary action against a member, the committee
must—

(@) if the member’s membership is cancelled—remove information about the member
from the register of members; or

(b) in any other case—record the details of the disciplinary action in the register of
members.

If the decision-maker decides to suspend the member’s membership for a stated period—

(@) the person is taken not be a member of the Association during the period of
suspension; and

(b) the period of suspension does not affect the suspended member’s liability to pay the
annual membership fee.

Disciplinary procedure—stopping

The committee may, by resolution, decide to stop a disciplinary procedure against a
member at any time before the decision-maker makes a disciplinary action decision.

If the committee decides to stop the disciplinary procedure, the committee must give
written notice to—

(@) the member; and
(b) the decision-maker.
The notice must state—

(@) that the committee has decided to stop the disciplinary procedure for proposed
disciplinary action against a member; and

(b) the reasons for the committee’s decision to stop the disciplinary procedure.

Disciplinary procedure—no further action by committee

If a decision-maker makes a disciplinary action decision in relation to a member, no
further disciplinary action may be proposed or taken against the member in relation to the
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Dispute resolution and disciplinary procedure Part 1.3
Appealing decisions Division 1.3.3

Section 30

conduct making up the grounds for disciplinary action set out in the written notice given
to the member under section 25.

Division 1.3.3 Appealing decisions

30

31
(1)
@)

32

33

34
(1)

(2)

(3)

Appeal outcome—setting aside decision-maker’s decision

A dispute decision or disciplinary action decision may be set aside only by special
resolution of the Association.

Note 1 A special resolution requires at least 21 days notice and needs to be passed with at least % of the
votes (see Act, s 70).

Note 2  If a decision of the Association deprives a member of a right provided by the Association’s rules,
the member may apply to the court for an order to vary or set aside the decision (see Act, s 49).

Who can appeal a decision?

A party to a dispute may appeal the dispute decision.

The following people may appeal a disciplinary action decision:

(@) the member who is the subject of the disciplinary action decision;

(b) the committee.

Appeal notices

A person appealing a decision must, within 7 business days after being given notice of the
decision, give the secretary written notice of the appeal (an appeal notice) stating the
grounds for the appeal.

Withdrawing an appeal

A person appealing a decision may, at any time before the appeal is decided, withdraw
the appeal by giving written notice to the secretary.

General meeting to decide appeal
As soon as practicable after the secretary receives an appeal notice—
(@) the secretary must give the parties to the appeal a copy of the appeal notice; and

(b) the committee must call a general meeting to consider a special resolution about the
appeal.

Note A special resolution requires at least 21 days notice and needs to be passed with at least ¥
of the votes (see Act, s 70).

The chair of the general meeting must ensure that—

(@) the special resolution is the only item of business at the general meeting called under
subsection (1) (b); and

(b) the parties to the appeal are given the opportunity to be heard about the special
resolution; and

(c) the members vote on the special resolution by a secret ballot.

The parties to the appeal must not vote on the special resolution.
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Section 34

(4) Inthis section:
party to the appeal, means—
(a) if the appeal is against a dispute decision—the parties to the dispute; and
(b) if the appeal is against a disciplinary action decision—
(i) the member who is the subject of the disciplinary procedure; and

(it) the committee.
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Committee—membership and functions Division 1.4.1
Section 35
Part 1.4 Committee
Division 1.4.1 Committee—membership and functions

35 Committee—members
(1) The committee must include the following office-bearers for the Association:
(@) the president;
(b) the secretary;
(c) the treasurer.
(2) The committee may also include—
(@) avice president; and

(b) ordinary committee members.

(3) A member must not hold more than 1 position on the committee at the same time.

Note Committee members have duties of care and diligence, good faith and proper purpose and duties
about the use of their position and the use of information obtained because of their position (see

Act, div 4.2 and dictionary definition officer).

36 Committee—functions

The committee may exercise the Association’s functions under the Act and the
Association’s rules, other than conducting the Association’s business mentioned in—

(@) section 59 (Annual general meetings—notice and business); and

(b) section 60 (Other general meetings—notice and business).

Note 1  The committee has the management of the Association (see Act, s 60 (2)).

Note 2 A provision of a law that gives an entity a function also gives the entity powers necessary and

convenient to exercise the function (see Legislation Act, s 196).

37 Committee—delegating functions to subcommittees

(1) The committee may delegate a function of the committee under the Association’s rules to

1 or more subcommittees.
(2) However, the committee must not delegate a function given to the committee—
(@) under the Act or another territory law; or

(b) by resolution of the members at a general meeting.

Note For laws about delegations, see the Legislation Act, pt 19.4.

(3) If the committee delegates a function to a subcommittee, the subcommittee may, subject

to any limitation or condition in the delegation—

(@) meet on the dates and at the times and places agreed by the subcommittee; and

(b) decide its own procedures.

38 Committee—functions of president

The functions of the president include—
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Division 1.4.1

Section 39

(@) chairing committee meetings and general meetings (including annual general
meetings); and

(b) exercising any other function given to the president—

()
(i)
(iii)
(iv)
(V)
(vi)

(vii)
(viii)

(ix)

)
(xi)

under the Act or the Association’s rules; or

by the committee or the members to achieve the Association’s objects.
act as principal advocate and representative for the Association
represent the Association during their term of office at the local,
national andinternational level; and

preside over general meetings, committee meetings of the
Association and at public meetings; and

be in charge of the business of the Association, and other
officers of theAssociation; and

authorise agenda items for general and committee meetings; and
initiate and develop professional development opportunities for
members to support the implementation and maintenance of the
Professional Standards forAustralian Career Development
Practitioners, including CICA’s Code of Ethics.

liaise with Association corporate members and establish strategic
workingpartnerships with key local organisations and industry

actively promote the objects of the association
prepare the Association’s Annual Report.

Committee—functions of vice president

The functions of the vice president (if any) include—

(@) exercising the functions of the president if the president is unavailable to exercise
those functions for any reason; and

(b) exercising any other function given to the vice president—

()
(i)
(iii)
(iv)
(V)

(vi)

under the Act or the Association’s rules; or

by the committee or the members to achieve the Association’s objects.
assist in the duties described in section 38 whenever required

assist other committee members in their duties as required

build communication and networks within the Association, with
particularemphasis on supporting new members.

actively promote the objects of the association

(vii) assist in the development of professional development opportunities for
membersto support the implementation and maintenance of the Professional
Standards forAustralian Career Development Practitioners, including CICA’s Code
of Ethics.
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Section 40
40 Committee—functions of secretary
(1) The functions of the secretary include—
(@) keeping minutes of committee meetings and general meetings (including annual
general meetings); and
(b) exercising any other function given to the secretary—
(1) under the Act or the Association’s rules; or
(i) by the committee or the members to achieve the Association’s objects.
(i) must lodge the notice mentioned in the Act, section 62 (1) (Notice
of changes in committee).
(iv) Note A committee member must notify the Association of any change of
address within 1 month (see Act, s 62 (2)).
(v) record, save and distribute the minutes of all elections and
appointments ofoffice-bearers and ordinary committee members;
and
(vi) record, save and distribute the minutes of all Association meetings; and
(vii) receive, file and present all Association correspondence; and
(viii)  collate and distribute agenda items for general and committee
meetings asauthorised by the President; and
(ix) acknowledge and answer all correspondence as required by the committee;
and
(x) gather and prepare materials for reports, including the committee
member’s
i report of activities of the Association; and
(xi) oversee the management of the Association’s website and social media
accounts;and
(xii) compile the Association’s member newsletter; and
(xiii)  compile the Associations membership register to be shared with the
Treasurer;and
(xiv)  assist with liaison with Association corporate members; and
(xv) share the Association’s contact details with relevant stakeholders
(xvi)  assist in the development of professional development opportunities for
members to support the implementation and maintenance of the
Professional Standards for Australian Career Development Practitioners,
including CICA’s Code of Ethics.
(xvii)  maintain membership database.
(xviii) liaise with executive team regarding the Association’s financial
responsibilities.
(xix)  actively promote the objects of the association
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Section 41

(2) The secretary must lodge the notice mentioned in the Act, section 62 (1) (Notice of
changes in committee).

Note

A committee member must notify the Association of any change of address within 1 month (see
Act, s 62 (2)).

Committee—functions of treasurer

The functions of the treasurer include—

(@) keeping the accounting records mentioned in the Act, section 71 (Accounting
records); and

(b)

(©)

(d)

(€)

preparing the statement of accounts mentioned in the Act, section 72 (Annual
statement of accounts); and

presenting the documents mentioned in the Act, section 73 (Presentation of
statement to members) at the annual general meeting; and

lodging with the registrar-general the documents mentioned in the Act, section 79
(Annual returns); and

exercising any other function given to the treasurer—

(i)

under the Act or the Association’s rules; or

(i) by the committee or the members to achieve the Association’s objects.

(iii)
(iv)

v)
(vi)

(vii)
(viii)

(ix)

(x)
(xi)

(xii)
(xiii)

(xiv)

provide an annual budget and regular accurate financial records of
membershipand transactions for the Association

maintaining the financial records of the Association, including the
receipt andexpenditure of all monies for the Association

maintaining a list of financial members

collect and receive all amounts owing to the Association and make all
paymentsauthorised by the Association;

ensure all financial records are prepared in accordance with the

Act andassociated ACT regulators

arrange for an annual audit of the Association’s accounts to be undertaken
andthe reports of that audit to be reported to the committee at the annual
general meeting.

assist in the development of professional development opportunities for
membersto support the implementation and maintenance of the Professional
Standards for Australian Career Development Practitioners, including
CICA’s Code of Ethics.

actively promote the objects of the Association

keep the accounting records mentioned in the Act, section 71 (Accounting
records);
prepare the statement of accounts mentioned in the Act, section 72 (Annual
statement of accounts); and
present the documents mentioned in the Act, section 73 (Presentation of
statement to members) at the annual general meeting; and
lodge with the registrar-general the documents mentioned in the Act, section
79 (Annual returns); and
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Committee Part 1.4

Committee—election and removal Division 1.4.2
Section 42
42 Committee—delegating functions of committee members
(1) A relevant committec member may delegate their functions under the Association’s rules
to any other committee member.
(2) However, a relevant committee member must not delegate a function given to the
committee member—
(@ under the Act or another territory law; or
(b) by resolution of the members at a general meeting.
Note For laws about delegations, see the Legislation Act, pt 19.4.
(3) In this section:
relevant committee member means the following committee members:
(@) the president;
(b) the vice president (if any);
(c) the secretary;
(d) the treasurer.
Division 1.4.2 Committee—election and removal
43 Committee—membership
A member of the Association becomes a committee member if the member—
(@) iselected to the committee at an annual general meeting under section 45; or
(b) is appointed by the committee to fill a casual vacancy on the committee under
section 48.
Note The inaugural committee is established under the Act, s 61.
44 Committee—nominating members for election
(1) The secretary must, at least 28 days before an annual general meeting, give written notice
to the members of the Association calling for nominations of members for election to the
committee.
(2) A nomination of a member must—
(@) be in writing; and
(b) be signed by 2 other members; and
(c) include the written consent of the nominated member; and
(d) be given to the secretary by not later than 14 days after the day the notice under
subsection (1) is given.
(3) The committee must not accept the nomination of a member if—
(@) the member is disqualified from election to the committee; or
Note AG%eéson may be disqualified from election to the committee under the Act, s 63, s 63A and
S .
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Section 45

(b) disciplinary action has been taken against the member under division 1.3.2 in the
previous 2 years.

(4) Professional, Associate and Life members are eligible to be nominated to be an office-

bearer on the committee.

(5) All professional, Associate, collegial and life members are eligible to be nominated to be

an ordinary committee members.

(6) An Industry member's who is recorded on the membership form as the organisation’s

delegate, is eligible to be nominated as an ordinarycommittee member.

(7) Only one Industry member from the Association's membership is permitted to be on the

committee.

(8) If more than one Industry member seeks election onto the committee, a ballot will be

(1)

@)

3)

(4)

()

(6)

held to determine the nominated member.

Committee—electing members

If more than 1 member is nominated for a particular committee member position, the
members at the annual general meeting must vote to decide who is to be elected to the
position.

If only 1 member is nominated for a particular committee member position, the nominated
member is taken to be elected to the position at the annual general meeting.

If no member is nominated for a particular committee member position, at the annual
general meeting, the chair must call for further nominations to fill the position.

If the chair calls for further nominations under subsection (3), the chair—
(@) may accept the nomination of a member only if—

(i) the nomination is supported by 2 members; and

(if) the nominated person consents to the nomination; and
(b) must not accept the nomination of a member if—

(i) the member is disqualified from election to the committee; or

Note A person may be disqualified from election to the committee under the Act, s 63, s 63A and
s 63B.

(if) disciplinary action has been taken against the member under division 1.3.2 in
the previous 2 years.

If the chair calls for further nominations under subsection (3)—

(@) if more than 1 member is nominated for the position—the members at the meeting
must vote to decide who is to be elected to the position; or

(b) if only 1 member is nominated for the position—the nominated member is taken to
be elected to the position; or

(c) if no member is nominated for the position—the position is taken to be vacant.

If a ballot is required for the election for a position, the Chairperson of the
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Section 45

meeting must appoint a member to act as returning officer to conduct the ballot.
(@) The returning officer must not be a member nominated for the elected position.
(b) Before the ballot is taken, each candidate may make a short speech in support of
his orher election.
(c) The election must be by secret ballot.
(d) The returning officer must give a blank piece of paper to —
(i)  each person present, in person; and
(it)  each proxy appointed by a member. For example, if a member has been
appointedthe proxy of 2 other members, the member must be given 3
ballot papers.
(e) Ifthe ballot is for a single position, the voter must write on the ballot paper the
nameof the candidate for whom they wish to vote.

(F)  If the ballot is for more than one position, the vote must write on the ballot
paper thename of each candidate for whom they wish to vote. If ballot papers
do not comply, they are not counted.

(@) The returning officer must declare elected the candidate/s who receives the
mostvotes.

(h) If 2 or more candidates receive the same number of votes, the returning officer
mustconduct a further election for the position to decide the elected candidate,
or with agreement of those candidates, decide by lot (e.g., toss a coin) which of
them is to beelected.

(i) Subject to there being vacancies in relevant positions, votes will be
conducted,counted and determined in the following order —

(i)  votes for election of the President

(if)  votes for election of the Vice President

(iii) votes for election of the Secretary

(iv) votes for election of the Treasurer

(v) votes for election of the ordinary committee members

(3)) A member who has been elected to a position on the committee is ineligible to
be elected, appointed or hold any other position on the committee. Any votes
cast for amember who is ineligible, shall be disregarded for the purpose of that
resolution.

The Association must appoint a member of the Association who is over 18
years of ageand a resident of the ACT to —
(a) provide the Office of Regulatory Services with an annual financial
statement,within one month of the annual general meeting
(b) inform the Office (on a prescribed form with the prescribed fee) if —
(i) there is a change of Public Officer or a change in registered address
(i) there is a change in the Association name
(iii) the Association becomes a trustee
(iv) the Association is winding up
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48

1)

@)

(1)

Part 1.4
Division 1.4.2

Section 46

Committee—term of office
The term of office of a committee member begins—

(@) foran elected committee member—at the end of the annual general meeting at which
the member is elected; or

(b) for a committee member appointed to fill a casual vacancy under section 48—on the
day the appointment commences.

The term of office of a committee member ends on the earliest of the following:

(@) the end of the annual general meeting held after the committee member’s term of
office begins;

(b) if the person resigns from office—the day the resignation takes effect;

Note A committee member may resign from the committee by written notice given to the public
officer (see Act, s 64A).

(c) if the person’s membership of the Association ends—the day the membership ends;
(d) if the person is disqualified from holding committee membership under—

(i) the Act, section63 (Disqualification from office—convictions or
bankruptcy)—the day the disqualification takes effect; or

(i) the Act, section 63A (Disqualification from office—noncompliance with
Act)—the day the disqualification takes effect; or

(iii) the Act, section 63B (Disqualification from office—disqualified under other
legislation)—the day the disqualification takes effect;

(e) if the person is removed from office under section 47—the day the removal takes
effect.

Committee—removal of member from office

The Association may, by resolution passed at a general meeting, remove a committee
member from the committee before the end of their term of office if the member—

(@) does not exercise their functions or discharge their duties under the Act, section 66A
(Duty of care and diligence); or

(b) does not exercise their functions or discharge their duties under the Act, section 66B
(Duty of good faith and proper purpose); or

(c) contravenes—
(i) the Act, section 66C (Use of position); or
(if) the Act, section 66D (Use of information); or

(d) fails to attend 2 consecutive committee meetings and does not have the agreement
of the committee to be absent from 1 or both of the meetings; or

(e) does not exercise the functions of their office for a period of 3 months.

Committee—filling casual vacancies

The committee may appoint a member to fill a position on the committee that—
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(3)

Committee Part 1.4
Committee meetings Division 1.4.3

Section 49

(@) was not filled at the last annual general meeting; or

(b) becomes vacant because a person’s committee membership ends for a reason
mentioned in section 46 (2) (b) to (e).

If there is a vacancy on the committee during a term of the committee, the committee may
appoint a member to the committee for the remainder of the term of the committee.

Note For laws about appointments, see the Legislation Act, pt 19.3.

However, the committee must not appoint a member under this section if disciplinary
action has been taken against the member under division 1.3.2 in the previous 2 years.

Note A person may also be disqualified from appointment to the committee under the Act, s 63, s 63A
and s 63B.

Division 1.4.3 Committee meetings

49
(1)
(2)

(3)

(4)

50
(1)

(2)

3)

Committee meetings
The committee must meet (a committee meeting) at least 3 times during its term.

Committee meetings must be held on the dates and at the times and places decided by the
committee.

The committee may, by resolution, decide to hold a committee meeting using a method
of communication, or a combination of methods of communication, that allows a
committee member taking part to hear or otherwise know what each other committee
member taking part says without the members being in each other’s presence.

Examples—methods of communication
video conferencing software, instant messaging, telephone conferencing

A committee member who takes part in a committee meeting conducted under
subsection (3) is taken, for all purposes, to be present at the meeting.

Committee meetings—notice and business

The secretary must give each committee member notice of a committee meeting
(a committee meeting notice) at least—

(@) 48 hours before the meeting; or

(b) if the committee unanimously agrees on another period—that period before the
meeting.

The committee meeting notice must state—

(@) the date, time and place of the meeting; and

(b) the general nature of the business to be conducted at the meeting.

The committee may conduct business at a committee meeting only if—

(@) the business is mentioned in the committee meeting notice; or

(b) the majority of the committee members at the meeting agree that—
(i) the business is urgent; and

(it) itis appropriate to conduct the business at the meeting.
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52

53

1)

(@)

3)

1)

@)

(3)
(4)

()

(6)
(7)

Part 1.4
Division 1.4.3

Section 51

Committee meetings—chair

A committee meeting must be chaired by—

(@) the president; or

(b) if the president is absent—any vice president; or

(c) if the president and any vice president are absent—a committee member elected to
chair the meeting by the committee members at the meeting.

Committee meetings—quorum

The committee may conduct business at a committee meeting only if there is a quorum of
3 committee members.

If there is not a quorum at the time stated in the committee meeting notice, the time of the
meeting is taken to be postponed for 30 minutes.

If there is not a quorum after the 30-minute postponement, the meeting is ended.

Note If a quorum for a committee meeting is not reached because a committee member present at the
meeting has a personal interest in a matter being considered, a general meeting may be called to
pass a resolution to deal with the matter (see Act, s 65A (3)).

Committee meetings—voting
Each committee member—
(@) has 1 vote on each question arising at the committee meeting; and

(b) must vote personally.

Note A committee member who has a material personal interest in a matter must not be present while
the matter is being considered by the committee and must not vote on the matter (see Act, s 65A).

A motion is carried if a majority of the committee members at the committee meeting vote
in favour of the motion.

However, if the votes on a question are equal, the chair has a second or deciding vote.

The committee members at a committee meeting may vote on a question at the meeting
orally, in writing or by a show of hands.

However, a vote on a question at a committee meeting must be by ballot conducted at the
meeting if—

(@) the chair decides the vote is to be by ballot; or
(b) at least 2 committee members request the vote be by ballot.
If a ballot is required, the chair must decide how the ballot is to be conducted.

For this section, voting personally includes voting while taking part in a committee
meeting conducted using a method of communication that allows a committee member
taking part to hear or otherwise know what each other committee member taking part says
without the members being in each other’s presence.
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Section 54
54 Committee meetings—minutes
(1) The committee must ensure that minutes are taken and kept for each committee meeting.
(2) The following must be recorded in the minutes:
(@) the names of the committee members at the meeting;
(b) whether the committee agreed that the minutes of the previous meeting are correct;
(c) adescription of the business conducted at the meeting;
(d) if acommittee member makes a disclosure of a material personal interest as required
by the Act, section 65 (1)—
(i) the nature and extent of the interest; and
(if) the relation of the interest to the Association’s activities;
(e) any motion on which a vote is taken at the meeting and the outcome of the vote.
Note A summary of the minutes of committee meetings must be provided to members on request (see
Act, s 35). However, the committee may refuse access if satisfied that allowing access would be
prejudicial to the Association’s interests (see Act, s 35A).
55 Committee meetings—records
The committee must keep the following records for each committee meeting:
(@) committee meeting notices;
(b) minutes of committee meetings;
(c) copies of documents considered at committee meetings.
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Part 1.5

Section 56

Part 1.5 Annual and other general meetings

56

57

58

(1)

(@)

(3)

(4)

1)

Note The provisions in this part apply to all general meetings, including annual general meetings, unless
otherwise stated.

General meetings—called by committee

The committee may call a general meeting whenever it considers appropriate.

Note 1 The Association must hold its first annual general meeting within 18 months after it is
incorporated (see Act, s 68).

Note 2  The Association must hold an annual general meeting once each calendar year, within 5 months
after the end of the Association’s financial year (see Act, s 69).

Note 3 The Association’s incorporation may be cancelled if it has not convened an annual general
meeting during the previous 3 years (see Act, s 93 (1) (d)).

General meetings—called at request of members
The committee must call a general meeting (other than an annual general meeting) if—

(@) at least 5% of the members of the Association ask for a meeting to be called (the
requesting members); and

(b) the request—
(i) is made in writing; and
(it) is given to the secretary; and
(iii) states the purpose of the meeting; and
(iv) is signed by the requesting members.

If the committee does not call a general meeting within 1 month after the date of the
request, a requesting member may call a general meeting to be held not more than
3 months after the date of the request.

If a general meeting is called under subsection (2), the requesting members must give the
general meeting notice required under section 58 (1).

The committee must reimburse any reasonable expenses incurred by the requesting
members in calling a general meeting under subsection (2).

General meetings—virtual attendance

A general meeting may be held using a method of communication, or a combination of
methods of communication, that allows a member taking part to hear or otherwise know
what each other member taking part says without the members being in each other’s
presence if—

(@) the committee decides, by resolution, to hold the meeting using the method of
communication; or

(b) for a meeting called by a requesting member under section 57 (2)—the requesting
member decides to hold the meeting using the method of communication.

Examples—methods of communication
video conferencing software, instant messaging, telephone conferencing
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59
(1)

@)

3)

60
(1)

(2)

(3)

Annual and other general meetings Part 1.5

Section 59

A member who takes part in a general meeting conducted under subsection (1) is taken,
for all purposes, to be present at the meeting.

Annual general meetings—notice and business

The committee must give each member written notice of an annual general meeting at
least 14 days before the meeting.

The notice must—

(a) state the date, time and place of the annual general meeting; and
(b) include the agenda for the annual general meeting; and

(c) attach minutes of the previous annual general meeting; and

(d) provide information and documents directly relevant to any matters to be decided,
dealt with or done at the annual general meeting.

Examples—information relevant to matters to be decided
1 information about nominees for committee membership
2 information about a proposed budget for the Association

The following must be done at an annual general meeting:
(@) the minutes of the previous annual general meeting must be confirmed;
(b) the committee must be elected under section 45;

(c) the documents mentioned in the Act, section 73 (1) must be presented;

Note The Act, s 73 (1) requires the committee to present a statement of accounts, a reviewer’s or
auditor’s report, and a report about the committee membership, principal activities and profit or
loss.

(d) the documents the Association is required to lodge with the registrar-general under
the Act, section 79 (1) must be dealt with.

Other general meetings—notice and business

The committee, or the requesting member for a meeting called under section 57 (2), must
give each member written notice of a general meeting (a general meeting notice)—

(@) at least 14 days before the meeting; or

(b) if a special resolution is to be considered at the meeting—at least 21 days before the
meeting.

Note A special resolution requires at least 21 days notice (see Act, s 70).
A general meeting notice must—

(a) state the date, time and place of the meeting; and

(b) include the agenda for the meeting; and

(c) provide information and documents directly relevant to any matters to be decided at
the meeting.

A member may give the secretary written notice about any business the member would
like included in the agenda for a general meeting.
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Part 1.5

Section 61

If a member gives the secretary written notice under subsection (3), the secretary must
include the business in the agenda for the next general meeting.

The chair of a general meeting must ensure that the only business conducted at the meeting
is—

(@) the business stated in the general meeting notice for the meeting; and

(b) decisions about the procedure of the meeting.
Examples—decisions about procedure
1  election of chair for the general meeting
2 decision to adjourn the general meeting

General meetings—authorising proxy

A member of the Association (the authorising member) may authorise another member
(the proxy) to vote on their behalf at a general meeting.

However, a particular member must not be a proxy for more than 5 other members at a
general meeting.

The authorisation must—
(@) be in writing; and
(b) include the name and contact details of the authorising member and the proxy; and
(c) be signed by the authorising member and the proxy; and
(d) include anything else required by the committee; and
() be inaform decided by the committee.
Note The committee may require form 2 in pt 1.8 to be used.

The authorisation may include instructions about how the proxy is to vote on the
authorising member’s behalf.

If the authorisation does not include instructions, the proxy may vote on the authorising
member’s behalf in any way the proxy considers appropriate.

The proxy may vote on the authorising member’s behalf at a general meeting only if—

(@) the authorising member gives the authorisation to the secretary not later than
24 hours before the general meeting; and

(b) the committee accepts the authorisation.

The committee must not accept the authorisation of a proxy if the committee has already
accepted 5 authorisations for that proxy.

If the committee does not accept the authorisation, the committee must, as soon as
practicable before the meeting, give the authorising member written notice that the
authorisation has not been accepted.

To remove any doubt, an authorising member is not taken to be present at a general
meeting only because they have authorised a proxy to vote on their behalf at the meeting.
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Section 62
62 General meetings—chair
A general meeting must be chaired by—
(@) the president; or
(b) if the president is absent—any vice president; or
(c) if the president and any vice president are absent—a member elected to chair the
meeting by members at the meeting.
63 General meetings—quorum

(1) The members of the Association may conduct business at a general meeting only if there
is a quorum of members present.

(2) If a quorum of 15% of the Associations membership is not present at the time stated in
the general meeting notice, the time of the meeting is taken to be postponed for
30 minutes.

(3) If a quorum of 15% of the Association’s membership is not present after the 30-minute
postponement, the chair of the meeting may adjourn the meeting to another day and time
that is not earlier than 7 days, and not later than 14 days, after the meeting that is being
adjourned.

(4) The committee must, within 48 hours after adjourning a meeting under subsection (3),
give each member written notice stating—

(@) that the meeting was adjourned under subsection (3); and

(b) the new date, time and place of the meeting.

64 General meetings—voting
(1) Each member of the Association—

(@) has 1 vote on each question arising at a general meeting; and

(b) may vote—
(i) personally; or
(if) if an authorisation of a proxy has been accepted by the committee under

section 61—by proxy.

(2) A motion is carried (except in the case of a special resolution) if a majority of the members

vote in favour of the motion.
Note A special resolution needs at least ¥ of the votes to pass (see Act, s 70).

(3) However, if the votes on a question are equal, the chair has a second or deciding vote.

(4) The members at a general meeting may vote on a question at the meeting orally, in writing
or by a show of hands.

(5) However, a vote on a question at a general meeting must be by ballot conducted at the
meeting if—

(@) the chair decides the vote is to be by ballot; or
(b) at least 3 members request the vote be by ballot.
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Section 65

For this section, voting personally includes voting while taking part in a general meeting
conducted using a method of communication that allows a member taking part to hear or
otherwise know what each other member taking part says without the members being in
each other’s presence.

General meetings—minutes

The secretary, or another person authorised by the committee, must take and keep minutes
of each general meeting.

The following must be recorded in the minutes:
(@) the names of the members present at the meeting;
(b) any authorisation of a proxy accepted by the committee under section 61;
(c) adescription of the business conducted at the meeting;
(d) ifavote is taken at the meeting—
(i) the motion on which the vote is taken; and
(if) the outcome of the vote; and

(iii) whether the vote was taken orally, in writing, by a show of hands or by ballot;
and

(iv) the number of votes by proxy.
The chair must review the minutes and sign them if they are correct.

The outcome of a vote on a matter at a general meeting is taken to be the resolution of the
general meeting of the members of the Association on the matter.

General meetings—adjournment

The chair of a general meeting may, at any time, adjourn the meeting if—
(@) thereisaquorum; and

(b) the majority of members vote to adjourn the meeting.

The only business that may be conducted on the resumption of an adjourned meeting is
the business that remained unfinished when the meeting was adjourned.
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Part 1.6 Financial matters

67 Funds—source
(1) The Association’s funds may only be made up of—
(@) joining fees for the Association given under section 7 (1); and
(b) annual membership fees of members given under section 7 (2); and
(c) donations, grants and
(d) any other source that the committee decides, subject to—
(i) the Act, section 114 (Investment with associations); and
(if) aresolution passed by the Association at a general meeting.

(2) The committee must—

(@) ensure that all money received by the Association is deposited into the Association’s
account with a deposit taking institution as soon as practicable after the money is

received; and

(b) issue areceipt for any money received by the Association as soon as practicable after

the money is received, unless it is impracticable to do so.

Examples—when impracticable to issue receipt
o agold coin donation
o ananonymous donation

68 Funds—use and management

(1) The Association must—

(@) open and maintain an account with an authorised deposit-taking institution; and

(b) pay all money received by the Association into the account; and

(c) pay all amounts spent by the Association out of the account.

Note An authorised deposit-taking institution is an institution (eg a bank, credit union or building
society) that is authorised under the Banking Act 1959 (Cwilth), s 9 (3) (see Legislation Act, dict,

pt1).
(2) The Association’s funds may only be used—
(@) for the Association’s objects; and
(b) either—

(i) in the way the committee decides; or

(if) ifageneral meeting passes a resolution about the way the funds are to be used—

in accordance with the resolution.
(3) The committee may make payments on the Association’s behalf.
(4) The committee may delegate its functions under subsection (3) to—

(@) acommittee member; or
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Section 69

(b) anyone employed or engaged by the Association.

Note For laws about delegations, see the Legislation Act, pt 19.4.

Part 1.7 Common Seal

69 Common seal

(1) If the Association has a common seal, the secretary must keep the common seal in their
custody.

(2) The common seal may only be attached to a document if its attachment is—
(@) authorised by the committee; and

(b) witnessed by 2 committee members.

Note The Association’s documents may be authenticated or executed other than under a common seal
(see Act, s 55).
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Part 1.8 Record keeping and reporting

70A  Application—pt 5

This part does not apply to an incorporated association that is an ACNC registered entity.

70B Definitions—pt 5

In this part:
auditor, of an association’s statement of accounts, means a person who—
(@) is not a member or officer of the association; and
(b) has not prepared or assisted with the preparation of the accounts; and
(c) iseither—

(i) registered as an auditor under the Corporations Act; or

(i) a member of the Institute of Chartered Accountants in Australia, the Institute
of Public Accountants, or CPA Australia.

large association, for a financial year, means an association that has a total revenue for
the financial year of $1 000 000 or more.

medium association, for a financial year, means an association that has a total revenue
for the financial year of $400 000 or more but less than $1 000 000.

required statement means a statement of accounts—

(@) for a small association—reviewed in accordance with section 75; or

(b) for a medium association—reviewed or audited in accordance with section 75; or
(c) for alarge association—audited in accordance with section 76.

reviewer, of an association’s statement of accounts, means a person who—

(@) is not an officer of the association; and

(b) has not prepared or assisted with the preparation of the accounts.

small association, for a financial year, means an association that has a total revenue for
the financial year of less than $400 000.

70C Exemption from revenue thresholds

(1) For section 70B, definitions of large association, medium association and small
association, the committee of an association may, for a financial year, ask in writing that
the registrar-general disregard the association’s revenue for the financial year.

(2) The registrar-general may agree to the committee’s request if the registrar-general is
satisfied special circumstances apply to the association for the financial year.

(3) If the registrar-general agrees to the committee’s request, the registrar-general—

(@) must state whether the association is taken to be a large, medium or small association
for the financial year for this part; and
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(b) may impose conditions on the association.

71 Accounting records

72
(1)

@)

An incorporated association must—

(@) keep accounting records that correctly record and explain the transactions (including
any transactions as trustee) and the financial position of the association; and

(b) keep its accounting records in such a way that—
(i) true and fair accounts of the association can be prepared from time to time; and

(if) astatement of the accounts of the association can conveniently and properly be
reviewed or audited in accordance with this part; and

(c) retain its accounting records for at least 7 years after the transactions to which they
relate were completed.

Annual statement of accounts

Before the end of the period within which the first annual general meeting or any
subsequent annual general meeting of an incorporated association is required to be held
under section 68 or 69, the committee of the association must prepare a statement of the
association’s accounts.

The statement of accounts must not be misleading and must give a true and fair account
of—

(@) the income and expenditure of the association during the most recently ended
financial year of the association; and

(b) the assets and liabilities of the association at the end of that financial year; and

(c) any mortgages, charges or other securities of any description affecting any property
of the association at the end of that financial year; and

(d) for each trust of which the association was the trustee during a period in that financial
year, being part or all of that financial year—

(i) the income and expenditure of the trust during that period; and
(if) the assets and liabilities of the trust at the end of that period; and

(iif) any mortgages, charges or other securities of any description affecting any of
the property of the trust during that period; and

(e) any prescribed matters.

73 Presentation of statement to members

(1) At each annual general meeting of an incorporated association the following documents

must be presented by the committee for the consideration of the meeting:

(@) the required statement of the association’s accounts for the most recently ended
financial year of the association;

(b) a copy of the reviewer’s or auditor’s report to the association in relation to the
association’s accounts for that financial year;
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(c) areport signed by 2 members of the committee stating—

(i) the name of each member of the committee of the association during the most
recently ended financial year of the association and, if different, at the date of
the report; and

(if) the principal activities of the association during the most recently ended
financial year and any significant change in the nature of those activities that
occurred during that financial year; and

(iii) the net profit or loss of the association for the most recently ended financial

year.
74 Review or audit of accounts

(1) A medium and large association must appoint an auditor.

(2) Foreach financial year, the committee of an incorporated association must take reasonable
steps to ensure that the following is done at least 14 days before the association’s annual
general meeting:

(@) for a small association—the association’s accounts for the financial year are
reviewed by a reviewer;
75 Review reports

(1) This section applies if—

(@) a reviewer is used by a small association to review the association’s statement of
accounts; or

(b) an auditor is appointed by a medium association to review the association’s
statement of accounts.

(2) For a small association, a reviewer must—

(@) undertake a review of the association’s accounting records; and

(b) prepare a written report; and

(c) state in the report whether, on the basis of the review, anything has come to the
reviewer’s attention that causes the reviewer to believe that the accounting records
do not satisfy the requirements of this part.

(3) Inthis section:
auditing standard—see the Corporations Act, section 9.

76 Audit reports

(1) This section applies if an auditor is appointed by a medium or large association to audit
the association’s statement of accounts.
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77 Reviewer’s and auditor’s liability

A reviewer or auditor of an incorporated association is not, in the absence of malice by
the reviewer or auditor, liable to any action for defamation in relation to any statement
that the reviewer or auditor makes, orally or in writing, in the exercise of functions as
reviewer or auditor of the association.

78 Obstruction of auditor
An officer of an incorporated association must not, without lawful excuse—

(@) refuse or fail to allow an auditor of the association access, for the purpose of auditing
the accounts of the association, to any accounting or other records of the association
in the officer’s custody or control; or

(b) refuse or fail to give the auditor, within a reasonable time, any information or
explanation required by the auditor that is within the knowledge of the officer; or

(c) otherwise hinder, obstruct or delay an auditor in the exercise of functions as auditor
of the association.

79 Registrar-general’s power to require statements and reports
(1) Inthis section:

compliance statement means a statement signed by 2 members of the committee of the
association certifying whether the provisions of this Act that apply to the association in
relation to the financial year have, to the best of the members’ knowledge at the time of
lodging the statement, been complied with for—

(i) the preparation of the annual statement of the association’s accounts; and

(it) the reviewing or auditing of the accounts and the presentation of the required
statement at the annual general meeting.
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Part 1.8 Miscellaneous

80 Property of defunct association

The Association may pass a special resolution nominating another association, or a fund,
authority or institution, in which surplus property of the Association will vest if the
Association is dissolved or wound up.

Note 1  If the Association does not nominate another association, fund, authority or institution, the surplus
property will vest in the registrar-general (see Act, s 92 (1) (c)).

Note 2 An association may be nominated only if it complies with the Act, s 92 (2). A fund, authority or
institution may be nominated only if it is in Australia and is mentioned in the Income Tax
Assessment Act 1997 (Cwlth), sdiv 30-B (see Act, s 92 (1) (a) and (b)).

Note 3 A special resolution requires at least 21 days notice and needs to be passed with at least % of the
votes (see Act, s 70).
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Part 1.9 Forms
Form 1 Proxy for meeting
P PRPSPPPPPPPPRP

contact details of authorising member

R0 1=T00] oT=T S ] AT TTTTRRPRRT
name of Association

LU [0 Y I ERTTTRROPRTT
name of proxy

(o) [ TTURRRPPRRTR

contact details of proxy

a member of the Association, to vote on my behalf at the ..............ccococviinenn
type of meeting

heldon................ooiii. and at any adjournment of that meeting.

signature of authorising member date

*My proxy is authorised to vote for/against the resolution ..............c.cccceveneee.
insert details of resolution

*to be inserted if desired
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Form 2 Committee Nomination Form — ACT Careers Association
As per the constitution of ACT Careers Association Part 1.5

By signing this form, this is taken as your consent of the nomination

O I have been nominated and accept the nomination / | hereby nominate for a position on the
committee of the ACT Careers Association.

O 1 confirm that | meet eligibility requirements to nominate for a position on the committee /
board as outlined in the ACTCA constitution.

Applicant’s Full Name (as it appears on the member application and members register)

Applicant’s signature Date

I accept nomination for / | would like to nominate for the following role/s
O President

O Vice-President

L] Secretary

L1 Treasurer

O Ordinary committee member

This nomination is supported by the following 2 current financial members of the association:

Member’s name Signature Date

Member’s name Signature Date

ADMIN CHECKLIST
[0 All parties named above are current financial members of the association

[0 All relevant checks have been made to ensure the member meets eligibility requirements for
a committee/board role
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Part 1.10 Dictionary

Note 1  Terms used in the Association’s rules have the same meaning that they have in the Act. For
example, the following terms are defined in the Act:

e accounting records

e annual general meeting
e committee

e incorporated

e member

e model rules

e  objects

e  register of members

e  special resolution.

Note 2  The Legislation Act contains definitions relevant to the Association’s rules. For example:
e authorised deposit-taking institution
e document
e may (see s 146)
e must (see s 146)
e writing.

Act means the Associations Incorporation Act 1991.

annual membership fee—see section 7 (2).

appeal notice—see section 32.

Association—see section 1.

authorising member, for a general meeting—see section 61 (1).
committee meeting—see section 49 (1).

committee meeting notice—see section 49 (1).

contact details, for a person, includes the person’s address, email and telephone
number.

decision-maker means—
(@) for adispute resolution procedure—the person appointed under section 15; and
(b) for a disciplinary procedure—the person appointed under section 24.

disciplinary action, against a member of the Association in relation to the member’s
status as a member of the Association, for division 1.3.2 (Disciplinary procedure)—
see section 19.

disciplinary action decision—see section 26 (1) (b).
dispute decision—see section 18 (b).
dispute summary—see section 14 (2) (b).

due date, for payment of an annual membership fee—see section 7 (4).
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financial year means the year ending on 30 June.

Note Financial year is defined in the Act to mean the period not exceeding 12 months, fixed by the
Association’s rules as the Association’s financial year (see Act, dict).

general meeting notice—see section 59 (1).

ground for disciplinary action, for division 1.3.2 (Disciplinary procedure)—see
section 22.

joining fee—see section 7 (1).

party, to a dispute, for division 1.3.1 (Dispute resolution procedure)—see section 12.
proposed disciplinary action—see section 23.

proxy, for a general meeting—see section 61 (1).

requesting members, for a general meeting—see section 57 (1) (a).

submission period—

(@) for a dispute resolution procedure—see section 17 (2) (a); and

(b) for a disciplinary procedure—see section 26 (2) (a).

Endnotes

1

Notification
Notified under the Legislation Act on 29 September 2023.

Republications of amended laws
For the latest republication of amended laws, see www.legislation.act.gov.au.
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Part 1.11 Appendices

Appendix 1. ACTCA Alternative Pathway to Professional Career
Development Status

'Assessing ACTCA Member Registration Applications:

Alternative Pathway to Professional Career Development Practitioner Status
ACTCA Assessment Process
Does the applicant have current membership of another CICA Member association at Professional Career Development Practitioner status?
1 ] approve at the same status m

mmmm:sucbmnm N

Does the applicant have CICA Endorsed Professional level
qualifications? (see CICA website for endorsed courses)

177,
it approve standard entry to “:‘ L f NO - are the formal qualifi s of the appli
Professional Career “9‘\0\".“ at Graduate Certificate level or higher?

Development Practitioner status \& i & 3y
(Zd)

{ L —— !
If check course content If NO - not approved at Professional level, consider
(Part A) below Associate Career Development Practitioner status
Part A: Do the applicant’s qualifications contain CICA w )
core competencies? . .
ACTCA informs applicants what is required to upgrade status and

ie. Career development theory. Labour market supports applicants to implement an alternative pathway to ﬁ
information; Communication and interpersonal skills. ACTCA Professional Member status.

Ethical practice; Diversity and inclusion: Technology.
information and resources: Professional practice
 application.

A

If NO - not approved at Professional level, consider —
A Career Develop it Practitioner status. “——y

Part 8: Does the applicant have career industry expenence currency?

fﬂﬁwbnmm P
1 Job descrphon telsted o the work of 8 Assocists Career Develogment Pracéfonar ‘
» At least 2 years career industry relevant experience in the previous 5 years

Qmmum'ﬁmmmmwhnmsm 3

w If NO - not approved at Professional level, consider —
B iate Career Develop it Practitioner status.
Part C: Does the applicant attend Continuing Professional Development (CPD)?

Evidence of 15 hours of Confinuing Professional Development (CPD) relevant to Q
the CICA Professional Standards is presented. ;. =

If the applicant meets the cnteria in each of Parts A and
if the applicant does not meet the oritena in each of Parts A B, and

B, award Professional Career Development Practitioner

& x3=

C consider Associate Career Development Practitoner status.
Inform the appliicant what is required for them to upgrade from
Associate to Professional Career Development Practitioner status
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Development Status

Assessing ACTCA Member Registration Applications:

Alternative Pathway to Associate Career Development Practitioner Status

ACTCA Assessment Process

Does the applicant have current membership of another CICA Member A tion at A iate Career Development Practitioner status?

[ Current membership of another CICA Member Association at Associate Career Development Practitioner status is evident. ]

{ o : o )

if approve at the same status Further is required
a0
S &

: i

[ Applicant must satisfy Parts A and B to receive
Are the formal qualifications of the applicant at

Associate Career Development status ]
Does the applicant have CICA Endorsed Associate level
A
Associate Career Development z Graduate Certificate level or higher?
Practitioner status

( — w

check course content

qualifications? (see CICA website for endorsed courses)

——w— " —

If approve standard entry to

(Part A) below

B-I \/

O e Recommend that applicants join as an ACTCA Collegial Member.
8_ ACTCA supports applicant to implement an alternative pathway to 6
Oe ACTCA Associate Member status.

Part A: Does the applicant’s qualifications meet the CICA core competency requirements?

{
i.e. Career development theory: Labour market information; y
Communication and interpersonal skills; Ethical practice; Diversity and Q C
inclusion; Technology. information and resources; Professional

{ W % W )

i check Part M

Part B: Does the applicant have career industry currency?

* Job title related to the career industry ) )
* Job description related to the work of a Associate Career Development Practitioner Q(

* At least 12 months career industry relevant experience in the previous 5 years

* Evidence confirming at least 12 months career industry relevant experience in the previous 5 years J

i ] A ™

If the applicant meets the cnteria in each of Parts A and B, M

award Associate Career Development Practitioner status.

Ifthe applicant do
and B Assc lopment status cannot be

awarded. Inf - what is requirad for them to
obtain Associate ser Development Practitioner status
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