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Program approach

Presentations by ICDA expects

Issues considered in small groups (breakout rooms)

Reflections and report back to main room

Draws on both ICDA expertise and your collective wisdom

Session 1:  Organisational compliance

Session 2: Keeping the board on track

Session 3: Supporting inclusion and accessibility
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A walk through secretarial history .. In the western world at least!

Warning :
Sexism and ageism ahead!





!!!!
The 1950’s secretary



The modern(ish) secretary



The legislation that "empowers" secretaries



Organisational Legal Structures

Structure Focus Owners Regulator

Unincorporated 
association

NFP Individuals None

Incorporated association NFP Members State/territory government 
departments

Co-operative NFP/Profit Members State/territory government 
departments

Company Profit Shareholders ASIC

Company limited by 
guarantee

NFP Members ASIC  (and ACNC if a charity)

Indigenous Corporation NFP/Profit Members/shareholders ORIC

Statutory organisation NFP Parliament (state/federal) Parliament



One organisation, 

three governing instruments

The relevant Acts
Your

constitution
The by-laws (rules, 

codes, policies, 
procedures)

Defines your 
obligations

Defines how you 
will meet your 

obligations

Tells people what they 
must do to be a 

member 

Can be changed by 
Parliament

Can be changed by 
members at a special 

general meeting

Can be changed by 
the board



SECRETARY

11(1)b the Secretary must, as soon as practicable, ensure the name and address of the new member, and the date on which they became 
a member, is recorded in the register of members.

18(1) The Secretary must keep and maintain a register of members

21(1)  Before disciplinary action is taken against a member, the Secretary must give written notice to the member

47(1)  The Secretary must perform any duty or function required under the Act to be performed by the secretary of an incorporated 
association.

47(2) The Secretary must—

(a) maintain the register of members in accordance with rule 18; and
(b) keep custody of the common seal (if any) of the Association and, except for the financial records referred to in rule 70(3), all books, 

documents and securities of the Association in accordance with rules 72 and 75; and
(c) subject to the Act and these Rules, provide members with access to the register of members, the minutes of general meetings and 

other books and documents; and
(d) perform any other duty or function imposed on the Secretary by these Rules.

The Incorporated Association secretary duties   (from the Associations Incorporation Reform Act (Vic)



Good meetings 
need good teams that work 

well together
Someone to 
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 (CEO / COMP 
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Introductions

Who’s in my small group?

We’ve pre-allocated you in small groups to 
separate  breakout rooms that we’ll maintain for 
all three sessions so you can really get to know 
each other ☺



What do we mean by compliance?



• Adhering to the organisation's rules 

• Keeping true to vision and mission

• Electing office bearers 

• Maintaining records

• Holding meetings

• Proper use of funds

• Protecting assets 

• Servicing members

• Adhering to regulator rules

• Annual reporting to regulator(s)

• Ad hoc reporting to regulator(s)

• Abiding by all relevant laws

Internal compliance external compliance



Ian’s topic 1 slides Internal to org

• organising meetings (for example, sending notices of 
meetings, drafting the agenda, writing and distributing 
minutes of meetings)

• take minutes of meetings (or oversee the minute taking)
• dealing with applications to join the association and 

membership records (for example, keeping the 
organisation’s register of members up to date)

• receiving, assessing and deciding on members’ requests 
to have access to their personal information on the 
members’ register restricted (this is discussed in detail 
in part 4 of this guide: Registers, Records and Official 
Documents of this guide)

• dealing with requests for access to information of the 
association by members (discussed in detail in part 4 of 
this guide: Registers, Records and Official Documents) 

• maintaining documents and records of the association 
(for example, keeping copies of funding agreements or 
leases)



legal tasks

The main tasks and legal obligations of the secretary of an 
incorporated association are contained in:

• the jurisdiction’s Act and the Regulations
• the organisation’s rules
• the organisation’s policies and procedures (if any), and
• other legislation (for example, to do with occupational 

health and safety)

legal duties

As for other board members:

• Duty to act in good faith and for a proper purpose 
• Duty to not misuse information or office 
• Duty to disclose material interest 
• Duty of care and diligence 



keeping a register of members

maintaining a register of other key documents

incorporation certificate

rules of association / constitution

policies and procedures manuals 

annual report to regulator

any application (including outcome) of request to alter rules / constitution

certificate of title and mortgage documents for any owned property

rental agreements

insurance certificates

if you have a common seal – record of when it was used and by whom

key / security card register

ATO documents and correspondence

Safe record keeping (consider cyberrisk)

Registerable Australian bodies (applications / compliance with regs)



Skillset (from damn Good advice for sectaries

- Writing skills
- People skills
- Administrative skills
- Record-keeping skills
- Technological skills
- Governance skills

In camera sessions where needed  -“ in camera” is 
confusing as in today’s language suggests that its recorded, 
when in fact its a Latin term meaning “in chambers” (and 
therefore private)



In your breakout room:

• Who can be a secretary?
• Do we have to have one?
• Do they have to be on the board – check your model rules
• How are they appointed?
• Can they be removed?

• DO I have the skillset needed? (if not how might I acquire it?)

Back in the main  room – a quick debrief from each group:



Nina keynote



Your role 

Compliance 
• ASIC
• ACNC
• State based regulator 

Communicate with and support the CEO
• Communication flow 
• Effective info to the board 
• Timely direction from the board

Prepare the board pack 
• Prioritise and minimise papers
• Accessibility 
• Strategic focus 



Committee 
or Board

President or 
Chair

Executive 
Officer 
or CEO

Staff and 
Volunteers

Members 

PURPOSE

Secretary 



How to be an effective secretary

1. Checklists and schedules
• Compliance schedule
• Policy schedule
• Board workplan
• Induction checklist
• Action and decision 

registers

2. Know the rules 

• Proxies
• Tied vote
• Absences without 

apologies 
• Extending meetings 
• Quorum 

3. Plan your agenda

• Priorities
• Timings
• Context
• Papers
• Motions 



Breakout 
room 
discussion

How can we manage 
compliance related duties so 
we’re not overwhelmed at 
particular times of the year? 

What are some strategies you 
can use to support the Chair 
and the CEO in your role to 
progress the organisation’s 
strategy?  



In your breakout room:

• Key questions from Nina

Back in the main  room – a quick debrief from each group:



Wrap up session 1
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