
ACA BRANCH 

OPERATING MANUAL 

VERSION 1.2 

November 2020 



 

 

Overview  
 

ACA’s vision is that ‘Corrosion is managed sustainably and cost effectively to ensure the 
health and safety of the community and protection of the environment’. 

 
The activities of Branches are a critical component for achieving this vision. 

 
This Manual governs the operations of a ‘Branch’ of The Australasian Corrosion 

Association Inc (ACA). The Manual sets out the duties and responsibilities, structures, and 

procedures of a Branch to enable each Branch to function as a unit of the Association. 

 

Elements of this Manual are made pursuant to Clauses of the ACA Bylaws. 

 
Each Branch shall conform to the Constitution and Bylaws of the Association and shall 
follow all directions from the Board on matters over which the Board has authority (Bylaw 
1.1a). 

 
Each Branch is entitled to be autonomous in matters relating to the Branch and may create 

operational rules to regulate the affairs of that Branch and may from time to time amend 
and add to them but no such operational rules shall be inconsistent with any of the 

provisions of the Constitution and Bylaws of The Association (Bylaw 1.1d). 

 
Key Dates for all Branches are listed in Appendix 1. 

 

A copy of the ACA Constitution (Appendix 2), Bylaws (Appendix 3) and other documents 

referred to in this Manual are enclosed in the Appendix. 
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ACA Branches 

The Australasian Corrosion Association Inc. has eight Branches: 

• Newcastle

• New South Wales

• New Zealand

• Queensland

• South Australia

• Tasmania

• Victoria and

• Western Australia.

A Branch shall consist of a main body of Corporate Members and their representatives, 

Individual Members, Life Members, Student Members, Retired Members and Honorary 
Members, together with a Branch Committee in which the management of the Branch shall 

be vested. 

A Branch shall consist of members that are resident in: 

• That state of Australia

• Newcastle and/or the surrounding area

• New Zealand or

• Overseas

Where a member resides not within the geographic region of a Branch, the member may 

determine the Branch to which that member shall be deemed to be allocated to. A Member 

belongs to only one Branch. 

Branch and Division Structure 
Refer to Clause 1.1 of the ACA Bylaws (Appendix 3). 

Branch Committee Role and Responsibilities 

The primary role of each Branch Committee is to assist the Association to achieve its 
Objects at a local level in their region. 

The objects (Clause 5.2 of the Constitution in Appendix 2) of The Association are: 

a) To improve and disseminate knowledge of the arts and sciences of the prevention

and mitigation of corrosion and allied arts and to this end to develop a co-operative spirit

of friendship and mutual assistance among members.



 

b) To consult with educational authorities, teachers, and others to improve the standard 
of education in those branches of science in which The Association is interested. 

 
c) To initiate and sustain research; hold meetings for the presentation and discussion of 

technical papers; develop publish and distribute technical treatises; and pursue other 
related activities. 

 

d) To provide prizes, scholarships, exhibitions, bursaries, and funds for the purpose of 

promoting education in corrosion and kindred subjects. 

 
Without limiting the general role of a Branch Committee, the principal functions and 

responsibilities include to: 

 

• Promote, coordinate and support members professional development and 

networking requirements by conducting at least five events per annum (ie: technical 
presentations, site visits, social functions, etc) 

• Provide a high-level face to face contact with Branch members 

• Assist in the recruitment of new members and retention of existing members 

• Support the local activities of the ACA Young Corrosion Group 

• Provide prizes and scholarships to members 

• Assist the ACA in implementing its strategic goals and operations 

• Manage its resources effectively and efficiently 

• Support and collaborate with the ACA Board, ACA Office and ACA Committees 

• Assist the ACA in achieving its Strategic Plan (Appendix 4 – Short Version) 

• Uphold and adhere to the Association’s policies, procedures and guidelines 

• Nominate members to represent the Branch on Council and other ACA Committees 
and roles as requested by the Board or Executive Officer and 

• Develop a broad awareness of the issues affecting Branch members and the 
industry generally and communicate these to the Board, Council and Executive 
Officer. 



Branch Committees  
 

ACA Bylaw 1.3b states that unless altered by the Branch’s own operational rules, the 

Branch Committee shall comprise: 

 

• A Branch President 

• A Past Branch President 

• A Vice President 

• A Secretary 

• A Treasurer 

• Up to five Committee Members 

• Co-opted Members appointed by the Committee. 

 
At each Branch Annual Meeting, nominations for a Committee position shall be elected 

from voting members. 
 

The Branch President for the forthcoming year shall be elected by the outgoing Committee 
and shall normally hold office for 2 years. The remainder of the Branch Committee shall be 
elected for a one-year term by the voting members of the Association enrolled with that 

Branch at their Annual Meeting of the Branch, or in such other democratic fashion as may 
be adopted to ensure that all Divisions in a Branch are represented on the Committee 
(Bylaw 1.3c). 

 
The Executive Officer shall be advised no later than 30th April in any year of the names of 

all Branch Officers and the Council members appointed by the Branch (Bylaw 1.3d). 
 

Branch Committee Position Descriptions 
In general, all members of a Branch committee are required to: 

 

• Attend committee meetings and actively participate in discussions at these meetings 

• Contribute to a positive Branch Committee behaviour and culture by showing 

respect for other Committee Members’ opinions, allowing each Branch Committee 
Member a fair and equal opportunity to contribute to discussion/decision making 
and refrain from personal attack or derogatory comment 

• Read agenda papers and minutes of meetings 

• Act with care and diligence and in the best interests of the Branch and ACA 

• Dedicate time outside of committee meetings to undertake activities on behalf of the 
committee as requested 

• Declare any recognised or potential conflict of interest (which should be recorded 
in the minutes) and RSVP attendance and (if necessary) send their apologies as 
early as possible prior to a meeting. 

 
Without limiting the general role of the five Committee positions listed in Bylaw 1.3b, the 
principal functions and responsibilities of each of these positions include: 

 
Branch President 

• Ensure the Branch is conducted in accordance with the Association's Constitution 
and Bylaws 

• Chair meetings of the Branch and Branch Committee and ensure their good 
conduct 

• Establish the agenda for each Committee Meeting and Branch Annual Meeting 

• Facilitate the effective contribution of all Branch Committee Members 



• Oversee the Branch in the effective discharge of its role and responsibility 

• At Branch events represent the Branch and MC the functions 

• Ensure the efficient organisation of the Branch’s functions and meetings 

• Is a member of the Corrosion Medal and Life Member selection committee 

• Is available to participate in Branch President teleconferences when scheduled by 
the Executive Officer 

• Instruct the Vice President on processes, policies and procedures of the President 
role 

• Act as point of contact for the ACA Chairman and Board 

• Receive Board communications and summaries 

• Participate in Branch President teleconferences or meetings 

• Participate in ACA Strategic Planning Workshop on a triennial basis. 

 

Past Branch President 

• Assist the Branch President and Branch Vice President with the running of the 
Branch and to provide continuity in decisions of the Committee. 

 
Branch Vice President 

• Assist the Branch President as required and 

• Stand in for the Branch President when required. 

 
Branch Secretary 

• Notify Branch Committee of time and place and agenda for committee meetings 

• Record minutes of Branch Meetings and distribute to Branch Committee members 
and Executive Officer in a timely manner or as stated in the Bylaws 

• Send, receive, and communicate all correspondence on behalf of the Branch 
Committee including from ACA Office 

• Responsibility to the care of Branch physical assets (banners, data projectors, etc) 

• Ensure members are notified of all Branch functions 

• Organising the Branch events calendar in conjunction with all committee members 
and organising the date and venue of the Branch Annual Meeting. Provide at least 

14 days’ notice of Branch Annual Meeting to Branch members along with 
supporting documentation and nomination forms for Branch Committee positions. 

The secretary may delegate tasks to other committee members, as necessary. 

Branch Treasurer 

• Ensure the Branch finances are managed, and procedures are followed in 
accordance with Clause 3.2 of the Bylaws, With the Branch Committee, develop an 
advanced 12-month operating budget for each financial year and keep the Committee 
up to date of the finances during the year 

• Oversight of the Branch's finances in liaison with ACA Office. 

• Present regular financial updates to the Branch Committee. 

• Present a financial report at Branch Annual Meeting. 

• Keep record of any petty cash transactions 

• Provide or arrange receipt for attendees at Branch functions who pay cash at the 
door 

Branches may develop position descriptions for the additional committee members 

suitable to the Branch and its activities 

 
 

 

 

 



Recommended Additional Committee Positions 

As not all Branches have the same resources, having a larger committee is not always 

viable, where it is viable, Branches are strongly encouraged to fill these recommended 
dedicated roles. 

Branch Membership Officer 

• Liaise with Membership Services Coordinator on new local members.

• Contact new members to welcome them to the Branch.

• Use supplied information to suggest events/opportunities that might be of interest to
them.

• Make introductions to other members when they first attend events
Report on new members numbers/corporate reps to the committee.

• Relay concerns of local members/corporate member feedback to ensure HO can
address any issues.

• Coordinate Member Longevity Recognition with Head Office

Branch YCG Representative 
(Ideally a Young Corrosionist themselves but not vital. Preferable to have the role filled with a 
non-YCG member rather than leave it empty) 

• Lead the organisation of at least one, YCG focused event per year

• Serve as a representative on the ACA YCG Committee

• Encourage and introduce new young members to get involved in ACA Branch activities.

Branch Events Coordinator 

• Responsible for ensuring the delivery of scheduled Branch events.

• Act as support for the designated event organiser for each event.

• Liaise with HO regarding larger ACA technical events calendar/clashes/future plans.

• Report on event progress to the committee.

• Provide feedback regarding event success/failures/venue notes etc to HO.



Branch Committees Meetings  
 

Branch Committees are required to conduct Branch Committee meetings at such times 

and places as the Committee shall decide. 

 
A Branch Committee Meeting Agenda shall be structured to suit the Branch activities and 

may include agenda items such as below: 

 

• Present & Apologies 

• Confirmation of Minutes of Previous Meeting 

• Update of Actions Relating to Previous Meeting 

• Reports (such as President, Treasurer, Sub-Committees) 

• Items to be Discussed and Decided 

• Event Planning and 

• Other Business. 

 
It is recommended that each Branch establishes a quorum for a Committee meeting. 

 

Each Committee Member has equal voting rights, and the Branch President has a casting 

vote if required (Bylaw 1.3e). A committee member may be removed from office by the vote 

of a Special General Meeting of the Branch. A Committee member is deemed to have 
voluntarily resigned from the Committee if he or she is absent from three Committee 

meetings in succession without tendering an apology (Bylaw 1.3f). 

 
Branch Annual Meeting 

A Branch Annual Meeting shall be held not later than 28th March in each year. Refer to 
Bylaw 1.4 for further details. 

 
Refer to Appendix 5 for a sample Notice of Branch Annual Meeting, sample Nomination for 
Committee Position Template and sample Proxy Form. 

 
Annual Report and Annual Summary of Activities 

Each Branch shall forward to the Executive Officer by the 28th day of February of each 
year a copy of its Annual Report for the previous year (Bylaw 1.4i) which may include: 

 

• Presidents Report and Treasurers Report 

• List of Committee Members 

• Review of Activities.  



Branch Funds  
 

A Branch annual budget should be prepared and endorsed by the Branch Committee by 

no later than the 30 November each year for the activities to be undertaken during the 

upcoming year.  

 

Final approval of Branch budgets will be by ACA Management and Board.  

(refer Appendix 1, Branch Key Dates) 

 

The Branch accounts are included in the ACA consolidated accounts which are presented 
to all members prior to the ACA AGM in May each year. 

 



Branch Event Planning  
 

Branches are required to work toward conducting at least 5 events per annum which 

may include technical presentations, tradeshows, site visits, social functions, etc. 

An example of a possible event calendar for a Branch may be as follows: 

1st Quarter – Annual Meeting and technical seminar or site visit 

2nd Quarter – Branch Event x 2 
3rd Quarter – Branch Event x 2 
4th Quarter – Christmas Function 

 
Branch Committees should develop an annual activity plan (in-line with their annual 
budget) in advance for Branch Events in the following year, using the guide provided by 

ACA head office. ACA Office will track the event calendar and upload the details of each 

Branch Events onto the ACA website when full details are provided, no later than 4 weeks 

before scheduled date, using the Branch Event Planning Form. Branches should keep the 

ACA Office up to date of any changes and let the ACA office know as soon as event details 
are confirmed. 

 

Branches are expected to charge a registration fee for their events to cover associated 
costs (if any) and offer sponsorship opportunities for these events where possible. 

 
Branch Event Coordination 

A Branch Committee member should be allocated responsibility for each event who liaises 
with the ACA Office  to organise the event. 

 
That member and the ACA are to ensure that: 

• Speakers and venue (catering and AV if required) are booked and confirmed 

• A sponsor is sought (if applicable) 

• Registration link is set up using the ACA website 

• Ensure final numbers are known and venue is informed 

• Obtain final registration list and name badges from ACA office 

• On the day of the event, set up a registration desk and 

• A summary along with at least one high resolution photo is provided to ACA Office 

for inclusion on ACA website. 

 
Further details to assist Branches with their events are outlined in the ACA Branch Event 
Management Guidelines (Appendix 7). 



Branch Event Sponsorship 

ACA Head office will produce an Annual Event Sponsorship Prospectus that will be 

distributed to our corporate members, in a staggered release order based on membership 
level in December of each year. This prospectus is dependent on the production of an 

events calendar by each branch. ACA staff will facilitate arranging sponsorship for branch 

events with all interested parties. Following the release of this prospectus to corporate 

members, it will be uploaded to the Branch Operations Resources page. 
 

The ACA will also prepare a document that outlines our different sponsorship options and 

inclusions that will be distributed to committees and uploaded to the Branch Operations 

Resource Page, so that branch committees can easily use these documents for reference 

to seek sponsorship for any events that have not been successfully sponsored through the 
original releasing of the prospectus. Our members are often well-positioned to engage with 

sponsors directly and these documents should assist with the provision of all necessary 

information to sponsors. 

 
ACA Head Office will handle all preparations of terms and conditions for sponsorships, as 

well as all billing and invoicing of sponsors. 

 

Branch YCG Event Support 

The ACA Young Corrosion Group (YCG) serves the purpose of organising and 
implementing events of value to young corrosionists, those new to the corrosion industry 
and to provide a platform of access to information and networks which are of benefit to 
personal, professional or business development. 

 

Branches are encouraged to provide guidance, organisational and technical support to 

local YCG activities. 

 
ACA Office Events 

Events are also organised by the ACA Office throughout each year in Branch locations. 
 

Annual Conference 

The ACA conducts an annual conference which is hosted by the Branch usually where the 

conference is held (although due to limited venue opportunities, this is not always feasible 

to conduct the conference in the Branch’s region and so an alternative location may be 
sought). 

 

The host Branch is required to nominate two positions on the Conference Committee 

including the Conference Convenor role (usually the ACA President or by delegation, 
another senior member from the host Branch). ACA staff will contact the host Branch at 

the appropriate time leading up to the conference with details of these positions. 

 

 



Branch Representatives, Nominations & 

Recognition  
 

Council Representatives 

The principal governance role of the ACA Council shall be to elect Board members. In 

addition, the Council shall provide a conduit for the exchange of information between 
industry, the Branches and the Association, and shall provide a mechanism through which 

views regarding issues facing the industry can be shared between the Branches. 

 

Branches should refer to the Council Charter (found on the ACA website – About Us) and 
Bylaws 4 and 5 before electing their Branch representatives to Council. 

 
Two Council members shall be appointed annually by each Branch at the Branch AGM. 

They shall take office immediately following their election. Each Branch shall advise the 
Executive Officer, in writing, of the names and addresses of their Council members 
immediately following their election (Bylaw 4a). 

 
ACA Presidents and Vice Presidents 

The ACA shall have a President and two Vice Presidents. The President is Chair of Council 

and is ‘drawn from the Branch which will host the Annual Conference of The Association 

in that year’ (Bylaw 4c). The two Vice Presidents will ideally be drawn from the next two 

Branches that will host the Conference. 

 

Branches will need to nominate their President who firstly becomes the Junior Vice 
President two years before they host the annual Conference. Position Descriptions for the 

Presidents and Vice Presidents can be requested from the Executive Officer. 

 
Award Nominations 

Life Membership: Nominations for life membership can be made by Branch Committees. 

Each year, the Executive Officer shall call for nominations. Life Membership Guidelines are 

in Appendix 8. 
 

Corrosion Medal: Nominations for the Corrosion Medal can be made by Branch 
Committees. Each year, the Executive Officer shall call for nominations. Corrosion Medal 

Guidelines are in Appendix 9. 
 

Honorary Membership: Branches may decide to award a member Honorary Membership 

in recognition of service to their Branch. There are no guidelines to determine Honorary 

Membership and if this is awarded, the Branch is to inform the Executive Officer. 



Membership Longevity Recognition 

Branches are required to support the ACA member longevity program recognising those 
members who have held continuous membership for 10, 25 and 50 years. These members 

are presented with a pin, certificate and or plaque. 

 

ACA Office will inform each Branch by 30th September each year of their Branch members 
who are to be recognised. 

 
It is recommended that these members are recognised during the Branch Christmas 

Function. On behalf of the Branch, the ACA Office will liaise with the member to be 
recognised and receive notification of the attendance. If the member is unable to attend 

the Christmas Function, ACA Office will post the recognition pin/certificate to the member. 

 

If a Branch is unable to host an event for presentation of the recognition items, ACA Office 

will post these directly to the member. 

 
The 50-year members are invited to the conference gala dinner, but if they are unable to 

attend, then an invitation to the Branch Christmas Function is extended instead. 

 
Membership Claims 

The ACA is aware that its membership records are not precise, and this results in members 
not duly being recognised in the member longevity recognition program. 

 
If a Branch receives a claim from a member for their membership longevity, the Branch is 

to forward this claim to ACA Office who will investigate grievances for those who feel that 
they have not been recognised for their continued membership. 



Branch Communications  
 

External Communications 

All ACA contacts receive a weekly email from head office specifically advertising events. 
This will include their local branch events, digital events and any larger technical seminars 
that may justify travel for attendees. This email is distributed from head office. 

 

When required, a separate news email will be sent (normally weekly) to all branches 

highlighting any information of note, such as general industry news, board/leadership 
announcements, publishing of relevant technical content, acknowledgement of ACA 
members etc. 

 

On Occasion, a third e-mail may be sent in the interest of highlighting a Major ACA Event, 
such as the Corrosion and Prevention Conference as part of a separate marketing strategy. 

 

Should a branch committee wish to share a message with their members, they may submit 
content for reproduction on the website to the Membership Services Coordinator as a word 

document. Longer form communication, such as a president’s letter, will be turned into a 
post on the ACA website, which allows for the production of a longer piece of content. It 
will also be distributed in the weekly “news” e-mail, which will include a paragraph 

synopsis/snippet of the full content. If the branch wishes to craft this text as well as the 
long-form response it should be included in the text submission. If the content to be shared 
is only a paragraph or so in length, it will instead be shared as an update, which is just a 

post format designed for shorter content. This can also be put into the news email if 
required. 

 

While head office will endeavor to keep these e-mail communications as regularly 
scheduled as possible, the delivery days will be moved when necessitated. To this end, it 
may take up to a week for any submitted content to be distributed, based on the existing 

scheduling of communications. If a branch committee would like to share something with 
their members, they are encouraged to inform the Membership Services Officer in advance 
so that comms can be scheduled with this information in mind. 

 

The ACA is continuing to search for a suitable solution to the desire of branch committees 
to contact members directly, that is still in line with our existing communications strategy 
and privacy policy. Beginning in 2020, Head Office will distribute the contact information of 

consenting new members to their local branch committee so that personal contact can be 
made by a committee member. 

 

International Communications 

The ACA has developed a ‘closed’ branch online group for all ACA branches to use to 
communicate directly with each other and for committee members and staff to upload 
documents and reports. These online groups are still being refined and a detailed guide 
on the use of these groups will be kept on the ACA website on the Branch Operating 
Resources Page. Changes and improvements made to the groups will be communicated 
directly with the Branch Committees, and the operating guide will be updated to reflect 
the changes. 

 

 



 

ACA Forms and Templates 
The ACA Office will provide Branches with an updated set of operating forms and templates 

for activities such as committee and award nominations, budgets, elections etc. (for 
example see Appendix 5). These forms are available for download from the ACA website 

on the Branch Operating Resources Page. Branches are expected to use the latest version 
of these forms available when conducting relevant ACA activities. 

 

 

ACA Office Staff  
 

The Membership Services Officer is the person Branches should communicate with to 
assist in planning and organising their branch events, one of the Membership Services 

Coordinator’s key responsibilities is to assist Branches in the development and delivery of 
Branch events and activities. Branches are encouraged to utilise the services of the ACA 
office who can assist with: 

 

• Creating the event registration page. 

• Emailing distribution of event publicity & reminder emails to registrants 

• Providing registration list and name tags to Branch Event Organisers 

• Taking registration enquiries; and 

• Facilitating sponsorship agreements 

• Booking venues & catering (if required). 

 
Other ACA Office staff will also provide support to Branches where requested. 

See Appendix 10 for an ACA staff structure. 



Update of Manual 

Maintenance of Manual 

ACA’s Executive Officer is responsible for the maintenance of this Manual and, after 
obtaining input and comments from all Branch Committees regarding any proposed 
changes, will submit the proposed changes to the Board for its approval. 

Version Control 

This manually was initially approved by the ACA Board in August 2015 following 
consultation and input from Branches. 

Version Date 

1.0 3rd August 2015 

1.1 2nd May 2017 

1.2 2nd November 2020 



 
 
 
 

 

 
 
 
 
 

 

APPENDIX 1 

BRANCH KEY DATES 



 
 

Branch Key Dates 
 

 Activity Responsibility 

February Remittance of 4th quarter (previous year) 

membership fees to be received from ACA 
Centre. 

 Executive Officer 

February The Executive Officer shall call for 

nominations for Life Membership and 
Corrosion Medalist by the end of February. 

 Executive Officer 

March Provide members at least 14 days’ notice of 
Branch Annual Meeting (which includes call 
for committee nominations). 

Branch Secretary & ACA 
Office 

March Branch Annual Meeting shall be held not 

later than 28th March in each year. 

Branch Committee 

March Two Council members shall be appointed 

annually by each Branch at the Branch 

AGM. Each Branch shall advise the 
Executive Officer, in writing, of the names 

and addresses of their Council members 
immediately following their election. 

Branch President & 

Secretary 

April Following the Branch Annual meeting, 

advise the Executive Officer no later than 

30th April the names of all Branch Officers. 

Branch President & 

Secretary 

May The Board shall forward to every Branch 

Committee not later than 31st day of May in 

each year a consolidated Balance Sheet of 
The Association's Assets and Liabilities and 

an account of the revenue and expenditure 

of the Association, both as at the 31st 
December of the preceding year. 

 Executive Officer 

May Corrosion Medal nominations with supporting 
documentation to the Executive Officer by 31 
May each year 

Branch Presidents on 
behalf of Committee 

August Life Membership nomination & supporting 
evidence to the ACA Executive Officer by 31 

August 

Branch Presidents on 
behalf of Committee 

September Branch to nominate Junior Vice President (if 
hosting annual conference in two years’ 
time). 

Branch Committee 

September Branches informed of members to receive 

longevity recognition. 

ACA Office 

October Branches to provide to head office their draft 
budgets by 31 October each year 

Branch Committee 

November Head office to liaise with branches and 

provide comments and suggestions on 

budgets by 30 November 

Head office 

December Board approves branch and ACA head office 
budgets by 31 December  

ACA Board and 

management 



 
 
 
 
 

 
 
 
 
 

 

APPENDIX 2 

CONSTITUTION 



CONSTITUTION OF THE AUSTRALASIAN CORROSION 
ASSOCIATION INCORPORATED 

 

1. Name 
 

The name of the incorporated Association is: 

 
THE AUSTRALASIAN CORROSION ASSOCIATION INCORPORATED 

 
hereinafter called "The Association". 

 
The Association consists of the Board, the Council, the approved Branches 

and Divisions, and the Members. 

 

2. Model Rules 
 

This Constitution displaces the Model Rules to the extent that it is inconsistent 

with any Model Rules. 

 

3. Bylaws 
 

a) The Board may from time to time make such By-Laws as are in its 

opinion necessary and desirable for the proper control, administration 

and management of the Association's affairs, operations, finances, 

interests, effects and property and may amend and repeal those 

Bylaws from time to time. 

 
b) A Bylaw must be subject to this Constitution and must not be 

inconsistent with any provision contained in this Constitution. 

 
c) When in force, a By-Law is binding on all Members and has the same 

effect as this Constitution. 

 
d) Subject to Rule 3e, the Board will adopt such measures as it deems 

appropriate to bring to the notice of Members all Bylaws amendments 

and repeals. 

 
e) The Board will provide Members with reasonable notice of any 

proposed changes to the Bylaws prior to the changes being 

implemented. 

 

4. Definitions 
 

In this Constitution: 

 
a) Act means Associations Incorporation Act (SA) 1985 as amended from 

time to time. 

 
b) Association means The Australasian Corrosion Association Inc. 
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c) Board means the governing body of the Association, elected as 
defined in Rule 10.2. 

 
d) Constitution means this Constitution as amended or supplemented 

from time to time. 

 

e) Consumer and Business Services means the South Australian 

Government Agency responsible for administration of the Act. 

 
f) Corrosion means corrosion of metals, degradation of synthetic and 

composite materials, rotting and decay of timbers and other natural 

materials and similar processes of deterioration of any materials used 

by mankind, as determined from time to time by the Board of the  

Association. 

 
g) Council means a body representative of the Branches and appointed 

as in Rule 12. 

 
h) Executive Officer means the manager of the Association. 

 
i) General Meeting means a general meeting of Members of the 

Association convened in accordance with these rules. 

 

j) Member means a member of the Association and ‘Membership’ has a 
corresponding meaning. 

 
k) Model Rules means the model rules prescribed by the Act or the 

Regulation as amended from time to time. 

 
l) Month shall mean a calendar month. 

 
m) Public Officer means the person appointed from time to time to hold 

the position of public officer as referred to in the Act. 

 
n) Representative means a person authorised to act as a representative 

of a body corporate, as described in Rule 7.1(c)(2). 

 
o) Regulation means the Associations Incorporation Regulation (SA) 

2008 as amended from time to time. 

 
p) Special General Meeting means a general meeting of the Association 

other than an annual general meeting. 

 
4.1 Interpretation 

 
In this Constitution, unless there is something in the subject or context which 
is inconsistent: 

 

• each gender includes the other gender; 
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• the words writing and written include any other mode of representing 
or reproducing words, figures, drawings or symbols in a visible form. 

 

5. Purpose and Objects of The Association 
 

5.1 The purpose of The Association is to be a non-political, not-for--profit 

organisation established for promoting the co-operation of academic, 

industrial, commercial and governmental organisations in relation to the 

dissemination of information on all aspects of corrosion and its prevention 

or control by promoting lectures, symposia, publications, training and 

other activities. 

 
5.2. The objects of The Association are: 

 
a) To improve and disseminate knowledge of the arts and sciences of 

the prevention and mitigation of corrosion and allied arts and to this 

end to develop a co-operative spirit of friendship and mutual 

assistance among members. 

 
b) To consult with educational authorities, teachers and others to 

improve the standard of education in those branches of science in 

which The Association is interested. 

 
c) To initiate and sustain research; hold meetings for the presentation 

and discussion of technical papers; develop publish and distribute 

technical treatises; and pursue other related activities. 

 
d) To provide prizes, scholarships, exhibitions, bursaries and funds for 

the purpose of promoting education in corrosion and kindred 

subjects. 

 
5.3. The Association shall not support with its funds or endeavour to impose 

on, or procure to be observed by its members or others, any regulation or 

restriction which, if any object of The Association, would make it a trade 

union. 

 
5.4. Prohibition against securing profits for members. 

 
The income, property and capital of The Association shall be applied 

exclusively to the promotion of its objects and no portion shall be paid or 

distributed directly or indirectly to members or their associates except as 

bona fide remuneration of a member for services rendered or expenses 

incurred on behalf of The Association. 

 

6. Powers of The Association 
 

The Association shall have all the powers conferred by section 25 of the Act, 

and in addition and solely for the purpose of carrying out the aforesaid objects, 

The Association shall have power to do all or any of the following: 
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a) Employ staff on either a full time, part time or casual basis. 

 
b) To make representations to the Government of the day. 

 
c) To purchase take on lease or otherwise acquire any real or personal 

property whatsoever. 

 
d) To borrow or raise money from the members of The Association or 

otherwise and to create, execute and issue mortgages, debentures, 

debenture stock or other securities with or without a charge upon all 

or any of the property of The Association. 

 
e) To invest moneys of The Association upon such securities or 

otherwise as The Association may from time to time determine. 

 
f) To pay the costs and expenses of and incidental to the incorporation 

of The Association in the State of South Australia and its registration 

in such other States and Territories of Australia and New Zealand 

and such other Countries as The Association may from time to time 

decide. 

 
g) To give guarantees, to lend money, with or without security, and to 

subscribe or contribute to any charitable, benevolent or useful object. 

 

h) To draw accept and negotiate bills of exchange promissory notes 

and other negotiable instruments. 

 
i) To join with any other kindred associations in the joint attainment of 

any of the above-mentioned subjects. 

 

j) To do all such lawful acts matters and things as are incidental or 
conducive to the attainment of any of the objects of The Association. 

 

7. Membership 
 

7.1 Classes and subscriptions 

 
a) Membership of The Association shall be open to all persons and 

organisations who are interested in the control and mitigation of the 

effects of "corrosion" as defined herein. 

 
b) Every proposal for admission as a member shall be in writing signed 

by the candidate and shall be in accordance with a form prescribed 

by the Executive Officer, setting out name, occupation, and usual 

residence, and shall contain an undertaking by the candidate, if 

admitted, to conform to the Constitution and By-Laws and Code of 

Ethics of The Association. Except for Life Members who are 

appointed in accordance with the procedure set down in the Bylaws, 

the Executive Officer is empowered to accept all applications for 

membership or change of class of membership. The Executive 
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Officer has the power to refuse an application without necessarily 

providing a reason for the refusal. Such a refusal shall be open to 

pursuit through the disputes procedure set down in Rule 17. Upon 

the acceptance of the application by The Association and upon 

payment of the first annual subscription for that membership class, 

the applicant shall be a member of The Association. 

 
c) There shall be 6 classes of membership as follows: 

 
1) Life members who shall pay no membership subscription. 

 

2) Corporate members, namely industrial, commercial and 
governmental organisations. There shall be varying grades of 

Corporate membership as approved by the Board which shall 

determine the subscription, the number of representatives 

allowed and any particular privileges that may apply to each 

member in each grade. Each such Corporate Member may 

nominate in writing up to as many individuals as permitted by 

its grade as its representative(s) in one or more Branch(es). 

Each such representative shall retain all rights and 

qualifications as normally recognised by the ACA for an 

individual member and these rights and qualifications may be 

transferred if membership circumstances are changed. 
 

3) Individual members, namely, individual persons. Such 

members shall pay an annual subscription as determined by 

the Board. 

 
4) Student members, namely, persons who are attending a course 

of tertiary study as may be approved from time to time by the 

Board. Such members shall pay an annual subscription as 

determined by the Board. 

 
5) Honorary members who shall pay no membership subscription 

and are so appointed by a Branch in recognition of their service 

to that Branch. The Secretary of the Branch shall advise the 

Executive Officer in writing of all appointments to this 

membership class within one month of the event. 

 
6) Retired members who wish to continue their association with a 

Branch after retirement from full time employment. Such 

members shall pay a lesser annual subscription as determined 

by the Board. Appointment to this membership class shall 

require a specific request to the Executive Officer, supported by 

recommendation by the relevant Branch Committee. 

 
7.2 Resignations 

 
Any member who desires to resign shall inform the Executive Officer in 

writing. The resignation shall be accepted provided all moneys owing to The 
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Association by the Member have been duly paid. Any resigning member shall 

be liable for any outstanding subscriptions which may be recovered as a debt 

due to The Association. 

 
7.3 Membership Entitlements 

 
A right, privilege or obligation which a person has by reason of being a  

Member of the Association: 
 

• is, subject to Rule 7.1(c)(2) not capable of being transferred or 
transmitted to another person; and 

• terminates on cessation of the person’s Membership. 

 

8. Availability of Records to Members 
 

a) The Association shall keep at its registered office a Register of 

Members. The Executive Officer shall be responsible for maintaining 

the accuracy of this register. The register shall contain; 

 
i) the name and address of each member 

ii) the date on which each member was admitted to The 

Association, and 

iii) if applicable, the date of and reason(s) for termination of 

membership. 

 

b) The register of Members, this Constitution, latest financial reports from 

the most recent annual general meeting and the minutes of Members’ 

meetings must be open to inspection, free of charge, by a Member of 

the Association for any lawful purpose at any reasonable hour. 
 

c) The Board will determine from time to time, any additional information 
that will be open for inspection to a Member of the Association. 

 

9. Disciplining of Members 
 

9.1 Disciplining of Members 

 
a) Where the Board is of the opinion that a Member has: 

 
(i) persistently refused or neglected to comply with a provision or 

provisions of this Constitution; or 

(ii) persistently and wilfully acted in a manner prejudicial to the 

interests of the Association; 

 
the Board may: 

 

• expel the Member from the Association; or 

• suspend the Member from Membership of the Association for a 
specified period. 
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b) A majority resolution of the Board pursuant to Rule 9.1(a) is of no effect 

unless the Board confirms the resolution in accordance with this Rule 

9.1(b) at a Board meeting held not earlier than fourteen (14) days and 

not later than twenty eight (28) days after service on the Member of a 

notice pursuant to Rule 9.1(c). 

 
c) If the Board resolves under Rule 9.1(a) to expel or suspend any 

Member, the Executive Officer must serve the Member with a notice in 

writing: 

 

• setting out the resolution of the Board and the grounds upon 
which it is based; 

• stating that the Member may address the Board at a Board 
meeting to be held not earlier than fourteen (14) days and not 

later than twenty eight (28) days after service of the notice; 

• stating the date, place and time of that meeting; and 

• informing the Member that the Member may do either or both of 
the following: 

o attend and speak at that meeting; 
o submit to the Board at or prior to the date of the meeting, 

written representations relating to the resolution. 

 
d) At a meeting of the Board held as referred to in Rule 9.1(c) the Board 

must: 

 

• give the Member an opportunity to make oral representations 
and allow the Member to use any technology (reasonably 
available to the Board) that gives the Member a reasonable 

opportunity to do so; 

• give due consideration to any written representations submitted 

to the Board by the Member at or prior to the Board meeting; and 

• determine by a four-fifth majority whether to confirm the 
resolution. Failure to achieve this majority will mean that the 

resolution to expel or suspend is not confirmed. 

 
e) The Member must be notified in writing of the decision of the Board 

within seven (7) days. If the Board resolves to confirm the expulsion or 

suspension, the Member must also be notified of the right of appeal 

available under Rule 9.2. 

 
f) A resolution confirmed by the Board under Rule 9.1(d) does not take 

effect: 

 

• until the expiration of the period within which the Member is 
entitled to appeal against the resolution where the Member does 

not exercise the right of appeal within that period; and 

• where, within that period, the Member exercises the right of 
appeal, unless and until the Disciplinary Committee confirms the 

resolution pursuant to Rule 9.2. 
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9.2 Right of Appeal of Disciplined Member 

 
a) The Board will establish a committee for the purpose of conducting 

disciplinary proceedings against a Member (Disciplinary Committee). 

The Disciplinary Committee will comprise of an independent panel of 

three persons, all chosen by the Board. The persons will be chosen 

based upon the nature of the alleged misconduct by the Member. The 

Disciplinary Committee may seek advice from any relevant source. 

 
b) A Member may appeal to the Disciplinary Committee against a 

resolution of the Board, which is confirmed under Rule 9.1(d). Written 

notice of such an appeal must be lodged with the Executive Officer 

within seven (7) days of service of the notice required under Rule 

9.1(e). 

 
c) Within thirty-five (35) days after receipt of a notice of appeal from the 

Member pursuant to Rule 9.2(b), the Disciplinary Committee must 

convene a meeting. 

 
d) At the Disciplinary Committee meeting convened under Rule 9.2(c): 

 

• the Member must be given the opportunity to state their case 
orally or in writing, or both using any technology (reasonably 

available to the Board) that gives the Member a reasonable 
opportunity to do so; and 

• the Disciplinary Committee must vote by ballot on the question of 

whether the resolution will be confirmed. 

 
e) The Disciplinary Committee’s decision, pursuant to 9.2(d) is final. The 

Member is not entitled to appeal the Disciplinary Committee’s decision. 

 
f) The Member who is the subject of these disciplinary procedures is 

entitled to: 

 

• subject to Rule 9,2(d) bring a support person to any meeting with 
the Disciplinary Committee or the Board, which meetings are 
being held pursuant to this Rule 9; and 

• if the support person is legally qualified, the Member must notify 
the Disciplinary Committee or the Board (as the case may be) at 
least five (5) business days before the meeting that the support 

person attending the meeting will be legally qualified. 

 
g) Natural justice will be applied during every disciplinary process under 

this Rule 9, requiring the Board and Disciplinary Committee to act fairly, 

in good faith and without bias or conflict of interest when making its  

decision. 

 
h) Each Member who is the subject of a matter brought before the Board 

or the Disciplinary Committee: 
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• agrees to abide by the decisions of the Board or the Disciplinary 
Committee (as the case may be); and 

• acknowledges that it will not be entitled to bring any action or suit 
against the Association, the Board or the members of the 

Disciplinary Committee as a consequence of or arising out of 
any decision or action of the Board or the Disciplinary 

Committee. 

 
i) Each Member acknowledges that no matter or thing done or omitted by 

the Board or the Disciplinary Committee (including the exercise of its 

powers as referred to in this Rule 9) subjects the Board, Disciplinary 

Committee or Association to any liability. Each Member hereby 

releases the Association, Board and members of the Disciplinary 

Committee from any such liability. 
 

j) Each Member also agrees that all of the provisions of Rule 9 will  

continue to apply (at the discretion of the Board) notwithstanding that at 

any time during the disciplinary process the Member ceases to be a 

Member for any reason. 

 

10. The Board 
 

10.1 Powers and duties 

 
a) The affairs of The Association shall be managed and controlled by a 

Board which, in addition to any powers and authorities conferred by 

these rules, may exercise all such powers and do all such things as are 

within the objects of The Association, and are not by the Act or by these 

rules required to be done by The Association in General Meeting. 

 
b) The Board has the management and control of the funds and other 

property of The Association. 

 
c) The Board shall have authority to interpret the meaning of these rules 

and any other matter relating to the affairs of The Association on which 

these rules are silent. 

 
d) The Board shall appoint a Public Officer as required by the Act. The 

Executive Officer shall be responsible for providing notice of the 

appointment to meet the requirements of Consumer and Business 

Services. 

 
10.2 Appointment 

 
a) The Board shall consist of 6 Board members elected by the Council 

from the membership, and up to 2 independent Board members 

appointed by the Board by resolution who have capabilities to fill gaps 

in the expertise of the elected members which the Board may perceive. 

These independent Board members must not be members of The 

Association. 
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b) There shall be no more than 2 elected Board members who are 

members in any one Branch. There shall be no more than 2 elected 

Board members who are employees of any one Corporate Member. A 

Board member who moves from one Branch to another, or from one 

employer to another, will be eligible to continue as a Director for the 

term of his/her appointment notwithstanding that a Branch goes beyond 

2 Board members or a Corporate member goes beyond two employees 

as Board members. The election process shall then ensure that the 

excess representation is corrected at the first available opportunity. 

 
c) The election of members as Board members shall be conducted by the 

Council in accordance with procedures as stated in the By-Laws. 

 
d) The Board may appoint a member to fill a casual vacancy which arises 

on the Board for any reason, and such a member shall hold office until 

the next annual election by the Council, when the term shall end. 

 
10.3 Proceedings of the Board 

 
a) The Board shall annually (at its first meeting after the Council has met 

to elect persons to the Board) elect, from amongst the members 

appointed by the Council, a person who shall be the Chairperson. 

 

b) All Board members have equal voting rights. Questions arising at any 

meeting of the Board shall be decided by a majority of votes, and in the 

event of equality of votes the chairperson shall have a casting vote in 

addition to a deliberative vote. 

 
c) The Board shall meet in person or connected by electronic means no 

fewer than 4 times each year, and a report on the nature of the business 

addressed at the meeting shall be provided to every Branch within one 

month of the meeting. 

 
d) A quorum for a meeting of the Board shall be one half of the members 

of the Board plus one. 

 
e) A member of the Board having a direct or indirect pecuniary interest in 

a contract or proposed contract with The Association must disclose the 

nature and extent of that interest to the Board as required by the Act, 

and shall not vote with respect to that contract or proposed contract. 

The member of the Board must disclose his or her interest in the 

contract at the next annual general meeting of The Association. 
 

f) Any act or thing done or suffered, or purporting to have been done or 

suffered, by the Board or by a Subcommittee, is valid and effectual 

despite any defect that may afterwards be discovered in the 

appointment or qualification of any Board Member or Subcommittee 

Member. 
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10.4 Disqualification of Board members 

 
a) The office of any Board member shall become vacant if the Board 

member is: 

 

• disqualified from being a Board member by the Act, or 

• permanently incapacitated by ill health, or 

• absent without written apology from more than two Board 

meetings in a financial year 

 
b) The office of a Board member who has been elected by the Council 

shall become vacant if the Board member is no longer a member of 
The Association in accordance with this Constitution. 

 

11. Branches of The Association 
 

a) The Association shall have Branches as determined by the Board from 
time to time. 

 

12. The Council of The Association 
 

a) The Council of The Association shall consist of a President and two 

Vice Presidents who shall be appointed by the Board in conformance 

with the Bylaws, two Council members appointed by each Branch 

Committee in accordance with the Bylaws, and the Public Officer. 

 
b) The Council shall meet at least once annually. Meetings may be in 

person or connected by electronic means. 

 
c) The meetings of the Council shall be chaired by the President. A  

quorum for a meeting of the Council is one half of the members 
provided that there is representation from two thirds of the Branches. 

 
d) The Executive Officer, or a person specifically delegated for this task by 

the Executive Officer, shall attend every Council meeting and is 

responsible for maintaining a record of the meeting. 

 
e) The Council shall act as the electoral college for the appointment of the 

Board, in accordance with the Bylaws. 

 
f) The Council will consider matters referred to it by the Board, and may 

of its own volition provide advice on matters to the Board. 

 
g) Any act or thing done or suffered, or purporting to have been done or 

suffered, by the Council or by a Subcommittee, is valid and effectual 

despite any defect that may afterwards be discovered in the 

appointment or qualification of any Council Member or Subcommittee 

Member. 
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13. The Executive Officer 
 

a) The Board shall appoint an Executive Officer to manage the routine 

functions of The Association. The Executive Officer shall attend all 
meetings of the Board but has no voting rights. 

 
b) The Executive Officer may be a member or a non-member of The 

Association. If the Executive Officer is a member, he/she may not hold 

any role as a Board member, a Council member or a Branch 

Committee member, and should a newly appointed Executive Officer 

be a current member of the Board or the Council or a Branch 

Committee, the appointment shall create an immediate vacancy which 

shall be filled as soon as possible by (as appropriate to the vacancy) 

the Board or the Branch Committee. 
 

c) The Board shall determine the duties and remuneration of the 

Executive Officer and shall review them at not more than 5 yearly 
intervals. 

 

14. General Meetings of The Association 
 

14.1 Annual general meetings 

 
a) The Board shall call an annual general meeting in accordance with the 

Act and these rules. 

 
b) The Association as a whole shall meet at least once each year. The 

Annual General Meeting is open to all members of The Association, but 

only members as described at Rule 14.5a may vote. The agenda shall 

include at least: 

 
1. Minutes of the previous Annual General Meeting, and of 

any subsequent special general meeting. 

2. Any appropriate Correspondence. 

3. Consideration of an Annual Report on the activities of The 
Association over the previous year prepared by the Board. 

4. Consideration of a Financial Report on the preceding year, 
including the report by the auditor. 

5. The appointment of the auditor for the following year. 

6. Declaration of incoming Board members. 

7. General Business appropriate to the Annual General 

Meeting. 

 
c) The current Chairman of the Board shall chair the Meeting. 

 
14.2 Special General Meeting 

 
a) The Board may call a special general meeting of The Association at 

any time, for the purposes stated in the notice of the meeting. 
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b) Upon a requisition in writing of not less than 40 members of The  

Association, the Board shall, within one month of the receipt of the 

requisition, convene a special general meeting for the purpose 

specified in the requisition. Every such requisition for a special  general 

meeting shall be signed by the relevant members and shall state the 

purpose of the meeting. 

 
c) If a special general meeting is not convened within one month, as 

required by 14.2b above, the requisitionists, or at least 50% of their  

number, may convene a special general meeting. Such a meeting shall 

be convened in the same manner as nearly as practical as a meeting 

convened by the Board, and for this purpose the Board shall ensure 

that the requisitionists are supplied free of charge with particulars of the 

members entitled to receive a notice of meeting. The reasonable 

expenses of convening and conducting such a meeting shall be borne 

by The Association. 
 

14.3 Notice of general meetings 
 

a) Subject to 14.3b, at least 14 days notice of any general meeting shall 

be given to members. The notice shall set out where and when the 

meeting will be held, and particulars of the nature and order of the 

business to be transacted at the meeting. 

 
b) Notice of a meeting at which a special resolution is to be proposed shall 

be given at least 21 days prior to the date of the meeting. 

 

c) A notice may be given by The Association to any member by serving 

the member with the notice personally, or by sending it to the electronic 

mail address appearing in the register of members, or by sending it by 

post to the address appearing in the register of members. 

 
d) Where a notice is sent by post: 

 
i) the service is effected by properly addressing, prepaying and 

posting a letter or packet containing the notice, and 

ii) unless the contrary is proved, service will be taken to have been 

effected at the time at which the letter or packet would be  

delivered in the ordinary course of post. 

 
14.4 Proceedings at general meetings of The Association 

 
a) Forty (40) members present personally or by proxy shall constitute a 

quorum for the transaction of business at any general meeting of The 
Association. 

 
b) If within 30 minutes after the time appointed for the meeting a quorum 

of members is not present, a meeting convened upon the requisition of 

members shall lapse. In any other case, the meeting shall stand 

adjourned to the same day in the next week, at the same time and 
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place. The fact of the adjournment and the reason for it shall be 

communicated by the Executive Officer to every member by electronic 

media where available on the day on which the meeting was to have 

occurred. This communication shall invite members to create a proxy in 

accordance with 14.7 if they have not already done so. If at such 

adjourned meeting a quorum as defined in Rule 14.4(a) is not present 

within 30 minutes of the time appointed for the meeting those members 

present shall form a quorum. 

c) Subject to 14.4d, the chairperson of the Board shall preside as
chairperson at a general meeting of The Association.

d) If the chairperson of the Board is not present within five minutes after

the time appointed for holding the meeting, or he or she is present but

declines to take or retires from the chair, the members may choose a

Board member or one of their own number to be the chairperson of that

meeting.

14.5 Voting at general meetings 

a) Life Members, Corporate Members' representatives, Individual

Members, Honorary Members, and Retired Members shall be entitled

to vote in any poll in any convened meeting of The Association or its

Branches, each such Member having one vote; provided that a member

whose subscription is more than three months in arrears shall not be

entitled to vote.

b) Subject to these rules, a question for decision at a general meeting,

other than a special resolution, must be determined by a majority of

members who vote in person or, where proxies are allowed, by proxy,

at that meeting.

c) Unless a poll is demanded by at least five members, a question for

decision at a general meeting must be determined by a show of hands.

If a confidential poll is demanded by at least five members, it must be

conducted in a manner specified by the person presiding and the result

of the poll is the resolution of the meeting on that question.

d) A poll demanded for the election of a person presiding or on a question

of adjournment must be taken immediately, but any other poll may be

conducted at any time before the close of the meeting.

14.6 Special and ordinary resolutions 

a) ‘Special resolution’ means a resolution passed at a duly convened

meeting of the members of The Association of which at least 21 days

written notice specifying the intention to propose the resolution as a

special resolution has been given to all members of The Association;

and the resolution is passed at the meeting by a majority of not less

than threequarters of such members of The Association as, being
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entitled to do so, vote in person or, where proxies are allowed, by 
proxy, at that meeting. 

 
b) An ordinary resolution is a resolution passed by a simple majority at a 

general meeting. 

 
14.7 Proxies 

 
On a poll at any general meeting of The Association, a vote may be given 

either personally or by a proxy which shall be lodged using a form specified for 

the purpose by the Executive Officer, which proxy form must be lodged with 

The Association by addressing it after completion and signature by the 

member to the Executive Officer and delivering it to The Association’s 

registered office by mail, facsimile or email no later than 48 hours before the 

commencement of the meeting. Any proxy form received after that time will 

not be valid for the scheduled meeting. 
 

14.8 General Meetings of Branches of The Association 

 
The Board may make bylaws for the operation of general meetings of the 

Branches of the Association. Such Bylaws shall not be inconsistent with the 

nature of the Rules set out in Rules 14.1 to 14.7 but may allow lesser numbers 

as a quorum. 

 

15. Minutes 

a) Minutes of all proceedings of general meetings of The Association and 

of meetings of the Board shall be entered in minute books kept for the 

purpose. The minutes of Board meetings shall include a record of the 

names of each Board member present at each Board meeting, and of 

every resolution at each meeting. 

 
b) The minutes kept pursuant to this rule must be confirmed by the  

members of The Association or the members of the Board (as relevant) 

at a subsequent meeting. 

 

c) The minutes kept pursuant to this rule shall be signed by the 

chairperson of the meeting at which the proceedings took place or by 

the chairperson of the next succeeding meeting at which the minutes 

are confirmed. 

 
d) Where minutes are entered and signed they shall, until the contrary is 

proved, be evidence that the meeting was convened and duly held, that 

all proceedings held at the meeting shall be deemed to have been duly 

held, and that all appointments made at a meeting shall be deemed to 

be valid. 
 
 
 
 

 

CONSTITUTION OF THE AUSTRALASIAN CORROSION ASSOCIATION INCORPORATED – SEPTEMBER 2014 
PAGE 15 



16. Dispute Resolution 
 

a) The dispute resolution procedure set out in this rule applies to disputes 

under these Rules between – 

 
i. a member and another member 

ii. a member and the Board 

iii. a member and The Association 

iv. a prospective member who is denied membership of The 
Association and The Association 

 
b) The parties to the dispute shall meet and discuss the matter in dispute 

and, if possible, resolve the dispute within 14 days after the dispute 

comes to the attention of all of the parties. 

 
c) Where the Board is a party and exercises any power of adjudication in 

relation to a dispute between members, or a dispute between itself and 

members of The Association, the rules of natural justice must be  

observed. 

 
d) If the parties are unable to resolve the dispute at the meeting the parties 

may choose to meet and discuss the dispute before an independent 

third person agreed to by the parties. 

 
e) In this rule ‘member’ includes any person who was a member not more 

than six months before the dispute occurred. 

 

17. Financial reporting 
 

17.1 Financial year 

 
The financial year of The Association shall be a period of 12 months 

commencing on 1 January and ending on 31 December of each year. 

 
17.2 Accounts to be kept 

 
a) The Association shall keep and retain such accounting records as are 

necessary to correctly record and explain the financial transactions and 

financial position of The Association in accordance with the Act, and of 

each individual Branch. 

 
b) Subject to any resolution passed by the Association in general meeting, 

the funds of the Association are to be used in pursuance of the objects 

of the Association in such manner as the Board determines. 

 
c) All cheques, drafts, bills of exchange, promissory notes and other 

negotiable instruments must be signed by two persons authorised to do 

so by the Board. 
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d) The Board may make Bylaws which prescribe the manner in which the 
accounts are formatted and reported, including accounts of Branches. 

 
17.3 Accounts and reports to be laid before members 

 
a) The annual accounts, together with the auditor’s report on the 

accounts, the Board’s statement and the Board’s report, shall be laid 

before members at the annual general meeting. 

 

b) Except as otherwise provided by this Constitution, all records, books 

and other documents relating to the Association must be kept at the 

principal place of business of the Association in the custody of the 

Executive Officer or under his or her control. 

 
17.4 Annual returns 

 
The annual (periodic) return shall be lodged with Consumer and Business  

Services within six months after the end of each financial year, accompanied 

by a copy of the accounts, the auditor’s report, the Board’s statement, and the 

Board’s report. 

 
17.5 Appointment of auditor 

 
a) At each annual general meeting, the members shall appoint a person to 

be auditor of The Association. 

 
b) The auditor shall hold office until the next annual general meeting and 

is eligible for re-appointment. 

 
c) If an appointment is not made at an annual general meeting, the Board 

shall appoint an auditor for the current financial year. 

18. Insurance of Officers 
 

a) To the extent that The Association is not precluded by law or by this 

Constitution from doing so, at all times during the period commencing 

on the date on which a person becomes a member of the Board (“an 

Officer”), and expiring seven (7) years from the date on which that 

person ceases to be an Officer, The Association must, at its own cost, 

use all reasonable endeavours to effect and maintain and pay the 

premiums in respect of an insurance policy which, inter alia, insures 

that Officer against liability incurred by him in the discharge of his duties 

to The Association and to each related body corporate (if any) of The 

Association, and the insurance policy taken out after he ceases to be 

an Officer should be on terms and conditions that are, in substance, no 

less favourable to the Officer before he ceased to be an Officer. 
 

b) At the request of the Officer, The Association must provide the Officer 
with copies of: 
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• The Insurance policy: or 

• Any certificate of insurance 

 
in respect of the insurance policy required to be maintained by The 
Association under Rule 18(a), except where such disclosure would involve a 

breach of terms of the policy. 

 
c) The Association and the Officer must, at the request of either of them, 

enter into a covenant under seal with each other, which incorporates 

the provisions of Rule 18 (a) and Rule 18 (b). 

 
d) The Association will effect and maintain and pay the premiums in 

respect of any insurance policy which, inter alia, insures a present or 

former employee of The Association against liability incurred by that 

person in the discharge of the duties of that person to The Association 

or a related body corporate (if any) of The Association. 

 

19. Winding Up 
 

a) The voluntary winding up of The Association may be initiated only by 

the passage of a special resolution to do so proposed by the Board to a 

general meeting of the Association duly called. Upon passage of such a 

resolution the Board shall prepare a statement of the Association's 

affairs, pay all indebtedness and expenses of termination, dispose of all 

assets in accordance with these Rules, and follow any other steps 

required by Consumer and Business Services. 

 
b) If any surplus remains following the winding up of the Association, the 

surplus will not be paid to or distributed amongst Members, but will be 

given or transferred to another association or organisation which has: 

 

• objects which are similar to the objects of the Association; and 

• a Constitution which requires its income and property to be 
applied in promoting its objects; and 

• a Constitution which prohibits it from paying or distributing its 
income and property amongst its Members to an extent at least as 
great as imposed on the Association by Rule 5.4. 

 
c) The identity of the association or organisation is to be determined: 

 

• by the Board; or 

• if the Board does not decide or does not wish to decide, then by 

the Members in a general meeting; 

 
and recorded in writing at or before the time of dissolution and failing 

such determination being made, by application to the Supreme Court 

for determination. 

 

d) The liability of the members of The Association is limited. Each member 

of The Association undertakes to contribute to the assets of The 
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Association in the event of its being wound up while he is a member or 

within one year after he ceases to be a member for payment of the 

debts and liabilities of The Association contracted before he ceases to 

be a member, and the costs charges and expenses of winding up and 

for the adjustment of the rights of the contributories among themselves 

such amount as may be required not exceeding five (5) dollars. 

 

20. The seal 
 

The Seal of the Association shall not be fixed to any instrument except by the 

authority of a resolution of the Board and in the presence of the Public Officer 

and either the Chairperson of the Board, or the ACA Executive Officer, or such 

other person as the Board appoints for the purpose; and the Public Officer and 

such other person appointed as aforesaid shall sign every instrument to which 

the Seal of the Association is affixed in their presence. 
 

21. Alterations to these Rules 
 

a) These rules shall be altered (including an alteration to The 

Association’s name) by special resolution of the members of The 

Association. This includes rescission or replacement by substitute 

rules. 

 
b) The alteration shall be registered in accordance with the provisions of 

the Act. 

 
c) The registered rules shall bind The Association and every member to 

the same extent as if they have respectively signed and sealed them, 
and agreed to be bound by all of the provisions thereof. 

 
d) Subject to any provision of the Act, in the rules or a resolution to the 

contrary, an alteration to the rules comes into force at the time that the 

alteration is passed. This does not apply to an alteration to the name of 

The Association which does not come into force until registered in 

accordance with the Act. 
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APPENDIX 3 

BYLAWS 



BYLAWS OF THE AUSTRALASIAN CORROSION  
ASSOCIATION INCORPORATED 

 

Definitions 
 

a) Words importing the singular include the plural and words importing the plural 
include the singular where the context permits. 

b) Masculine includes feminine. 
c) The headings shall not affect the construction of these Bylaws. 
d) ‘The Association’ means the Australasian Corrosion Association incorporated. 
e) ‘Board’ means the governing body of the association.   
f) ‘Consumer and Business Services’ means the South Australian Government 

Agency responsible for administration of the Act. 
g) ‘Council’ means a body representative of the branches and appointed as in Rule 

9 of the Constitution. 
h) "In writing" or "written" means and includes printing or other means of 

representing or reproducing words in visible form and includes transmission by 
facsimile or by electronic mail. 

i) ‘member’ means a member of the association 
j) ‘month’ shall mean a calendar month. 
k) ‘the Act’ means The South Australian Associations Incorporation Act 1985 

 

Bylaw 1. Control of Branches of The Association 
 

1.1 Branch and Division Structure 
 

a) The Association shall have Branches in such States, Territories and Countries 
as the Board shall from time to time decide. Every Branch shall conform to the 
Constitution and Bylaws of the Association and shall follow all directions from 
the Board on matters over which the Board has authority. In the event of a 
Branch failing to abide by the Board's decision, the Board shall have the power 
to take over the affairs of the Branch. 

 
b) A Branch shall have a minimum of 30 voting members. A Branch may have 

divisions in any centre within its area of jurisdiction as the Branch Committee 
shall from time to time decide. A Division shall have sufficient members to 
operate as a viable group and shall be bound by this Constitution. The Branch 
shall determine the method of management of the Division, and delegate such 
authority to a Division as it deems fit. The Branch Committee may determine at 
any time that the number of affiliated members is no longer adequate for 
satisfactory working as a division, and after consultation with the affected 
members terminate the Division’s existence.  

 
c) Any member, group of members, or Branch of the Association may make 

endeavours towards the formation of a new Branch. Copies of all 
correspondence and broad outlines of action shall however be forwarded 
regularly to the Executive Officer. The Board will consider an approach from a 
group of not less than 20 persons who are eligible to become voting members 
of the Association as being "an endeavour from members" as stated above. The 
Board may at its discretion require that the new group formed shall be 
considered as a Division of an existing Branch until the formal membership in 



the proposed new Branch is confirmed as exceeding 30 individual members or 
representatives of corporate members. 

 

d) The Board may determine at any time that the number of affiliated members is 
no longer adequate for satisfactory working as a Branch, or respond to a request 
from the members to close the Branch, and after consultation with the affected 
members terminate the Branch’s existence. If a Branch is wound up its members 
shall be re-assigned to the Branch of their choice and the assets shall be 
distributed within The Association as the Board may see fit. 

 
e) A Branch may create operational rules to regulate the affairs of that Branch and 

may from time to time amend and add to them but no such operational rules 
shall be inconsistent with any of the provisions of the Constitution and Bylaws of 
The Association.   

 

1.2 Member Roles in Branches and Divisions 
 
a) The purpose of the Branch and Divisions is to advance the ACA’s vision: “Corrosion 

is managed sustainably and cost effectively to ensure the health and safety of the 
community and protection of the environment” by disseminating “information on 
corrosion and its prevention or control.” The Branch and Division structure also 
provides the membership with a local, focal point and representation. 

 
b) The Executive Officer will report at monthly intervals to each Branch the details of 

changes in membership which have occurred in the month preceding the report.  
 
c) A member enrolled with any Branch who wishes to be transferred to another Branch 

may apply to the Executive Officer to be transferred to that other Branch. A 
Corporate member may have representatives enrolled in separate Branches (but 
any individual only in one Branch) up to its permitted number of representatives. 

 
d) A member enrolled with any Branch, while visiting the centre in which another 

Branch is located, shall be entitled to participate in all the proceedings of that Branch 
except that she or he shall not be entitled to vote on any motion or resolution of that 
other Branch. 

 

1.3 Branch Committees 
 

a) Each Branch shall have a Branch Committee in which the operational 
management of the Branch shall be vested. The Branch Committee will produce 
an annual budget by September each year to support the following year’s Branch 
annual operation. The ACA Executive will approve the budget no later than 31 
October. The Branch Committee’s budget is the mechanism by which Branch 
funds and assets are managed. 

 
b) Unless altered by the Branch’s own operational rules, the Branch Committee 

shall comprise: 
 

• A Branch President 

• A Past Branch President 

• A Vice President 



• A Secretary 

• A Treasurer 

• Up to Five Committee Members 

• Co-opted Members appointed by the Committee 
 

c) The Branch President for the forthcoming year shall be elected by the outgoing 
Committee and shall normally hold office for 2 years. The remainder of the 
Branch Committee shall be elected for a one-year term by the voting members 
of the Association enrolled with that Branch at their Annual Meeting of the 
Branch, or in such other democratic fashion as may be adopted to ensure that 
all Divisions in a Branch are represented on the Committee. 

 
d) The  Executive Officer shall be advised no later than 30th April in any year of the 

names of all Branch Officers appointed by the Branch. 
 

e) Each committee member has equal voting rights, and the Branch President has 
a casting vote if required.  

 
f) A committee member may be removed from office by the vote of a Special 

General Meeting of the Branch. A Committee member is deemed to have 
voluntarily resigned from the Committee if he or she is absent from three 
Committee meetings in succession without tendering an apology.  

 

1.4 General Meetings of a Branch 
 

a) Subject to 1.4b, at least 14 days notice of any general meeting shall be given to 
members. The notice shall set out where and when the meeting will be held, and 
particulars of the nature and order of the business to be transacted at the 
meeting. 

 
b) Notice of a meeting at which a special resolution is to be proposed shall be given 

at least 21 days prior to the date of the meeting. 
 

c) A notice may be given to any member by serving the member with the notice 
personally, or by sending it to the electronic mail address appearing in the 
register of members, or by sending it by post to the address appearing in the 
register of members.  

 
d) Where a notice is sent by post: 

 
i) the service is effected by properly addressing, prepaying and posting a 

letter or packet containing the notice, and 
ii) unless the contrary is proved, service will be taken to have been effected 

at the time at which the letter or packet would be delivered in the ordinary 
course of post. 

 

e) A Branch Annual Meeting shall be held not later than 28th March in each year. 
The meeting shall consider the following business: 

 

• The Minutes of the previous Annual Meeting 

• Any appropriate correspondence 



• The Branch President's Report 

• The Branch Annual Report 

• Declaration of the Incoming President 

• Election of Vice President, Secretary and Treasurer 

• Announcement of the Incoming Committee 

• Who will represent the Branch on the ACA Council 

• General Business as appropriate. 
 

f) The quorum for the determination of business at a general meeting of a Branch 
shall be 8 registered members of that Branch present personally or by proxy. 

 
g)  At a general Meeting of a Branch, the Branch President if present, or in the 

Branch President’s absence, the Branch Vice President, and in the absence of 
them a member chosen by those present, shall preside as Chairperson at that 
meeting. 

 
h) Each Branch shall forward to the Executive Officer within twenty-eight days of 

the event a copy of the minutes of every Ordinary and Special Branch Meeting. 
 

Bylaw 2. Creation of Life Members 
 

a) The Executive Officer shall call for nominations for Life Membership of the 
Association to be made by Branch Committees not later than 30 June in any 
year. The nomination shall be accompanied by a signed statement by the Branch 
President or Secretary and be accompanied by a curriculum vitae of the nominee 
which shall show the cause for the nomination. 

 
b) The President shall convene a panel of all Branch Presidents, who shall each 

be sent all documentation of nominations, and this panel shall make the decision 
on whether the person shall be granted Life Membership or not. The proceedings 
of the panel are confidential, and there are no grounds for appeal of the decision.  

 
c) Life Members will be recognised by presentation to them by the President of a 

certificate and badge at the Annual Conference Dinner. 
 

Bylaw 3. Financial Controls 
 

3.1 Responsibilities of the Board 
 
 
 

a) The Association and any Branch of the Association shall have the power to 
charge a fee in addition to the annual subscription for participation in any 
technical, educational or social event organised by the Association or the 
Branch.  

 
b) The Board shall forward to every Branch Committee not later than 31st day of 

May in each year a consolidated Balance Sheet of the Association's Assets and 
Liabilities and an account of the revenue and expenditure of the Association, 
both as at the 31st December of the preceding year. Such Account and Balance 



Sheet shall be audited by the Association's Auditors and any report such 
Auditors may have made regarding that Account and Balance Sheet or the 
financial transactions or records of The Association, shall also be forwarded to 
the Branch Committees. 

 

3.2 Responsibilities of the Branches 
 

a) A formal budget to cover the following year’s Branch operations and activities is 
to be prepared by each Branch Committee and submitted to the ACA Executive 
by the 30 September of that year. Proper accounts shall be kept by the ACA 
Executive of all the assets and liabilities and activities under the management of 
the Branch.  

b) All moneys of the Association shall be deposited only with banks, building 
societies and similar financial institutions.  

 
c) No Branch may raise finance whether by debt, member levies or such with any 

organisation except with the explicit permission of the Board and in accordance 
with any instructions which the Board may issue. 

 
d) The ACA Executive shall manage Branch accounts in accordance with section 

1.7 of the Constitution. The Branch Treasurer shall obtain Branch budgetary, 
financial, bank details for that Branch from the ACA Executive as required.  

 

Bylaw 4. Appointment of the Council  
 

a) Two Council members shall be appointed annually by each Branch at the Branch 
AGM. They shall take office immediately following their election. All Council 
members are elected for one term only which shall not exceed 14 calendar 
months, but shall be eligible for re-election. Branches are encouraged to re-elect 
Councillors for a minimum of two terms and to stagger the election of persons 
new to Council so that there is continuity of experience. Each Branch shall advise 
the Executive Officer, in writing, of the names and addresses of their Council 
members immediately following their election. 

 
b) The Board shall appoint a President and two Vice Presidents of The Association. 

The roles of the President and Vice Presidents will be to represent all members, 
and they may not act as representatives of their Branches at the Council table 
while they hold these appointments, nor hold any officer position in their Branch. 
If a person holding such a role is appointed by a Branch is appointed President 
or Vice President, this shall cause an automatic vacancy which the Branch must 
fill as soon as possible. 

 
c) Each of the President and the two Vice Presidents must be drawn from different 

Branches, and must have previous experience as a Council Member or Board 
member of The Association. Ideally, the President will be drawn from the Branch 
which will host the Annual Conference of The Association in that year, and may 
play a role in hosting elements of the Conference, including acting as Master of 
Ceremonies at the Conference dinner. The two Vice Presidents will ideally be 
drawn from the next two Branches that will host the Conference, and will provide 
continuity of personnel through to the role of President. 

 



d) The Board shall appoint the Public Officer and this person shall hold this office 
until removed by order of the Board. The Public Officer shall reside in South 
Australia and his duties are set out in the Act.  He may hold any other office in 
The Association except that of Auditor, but shall not be a Council member 
representing his Branch.  

 

Bylaw 5. Proceedings of the Council 
 

a) The principal governance role of the Council shall be to elect Board members. 
In addition, the Council shall provide a conduit for the exchange of information 
between industry, the Branches and the Association, and shall provide a 
mechanism through which views regarding issues facing the industry can be 
shared between the Branches.  The Council shall act as a sounding board for 
discussion on strategic issues that impact on the Association. The agendas for 
meetings of the Council shall be constructed to assist these purposes. 

 
b) Meetings of the Council shall be held at such time and place as the President 

may decide or in accordance with a written request addressed to the  Executive 
Officer by three Council members who are entitled to vote. The President shall 
give notice of the time and place of every Council Meeting and of the business 
to be transacted at the meeting (other than formal business). This information is 
to be delivered to or given to every Council member not less than fourteen days 
before the date of the meeting PROVIDED: that in the case of urgency such 
lesser period of notice may be given as the Chairperson shall decide. The 
accidental omission to give notice of a meeting to, or the non-receipt of notice of 
a meeting by, any Council member shall not invalidate the proceedings at any 
Council Meeting. 

 
c) At a Council Meeting the President if present, or in the President’s absence, a 

Vice President, and in the absence of them a member of the Council chosen by 
those present, shall preside as Chairperson at that meeting. 

 
d) A member shall be regarded as present at a meeting if the member is linked by 

telephone with other Council members, whether attending as a group at a 
meeting, or being members, each alone or as groups, at several locations, 
PROVIDED THAT: all Councillors entitled to receive notice of the meeting shall 
have been given proper notice of the meeting in accordance with 5.b above and 
of the opportunity to participate in the telephone link to the meeting if they wish; 
and each of the Council members taking part in the meeting and the person 
appointed to keep the minutes are able to hear each of those participating in the 
meeting at the commencement of the meeting; and that at the commencement 
of the meeting each Council member who is participating must acknowledge 
their presence for the purpose of the meeting to all others taking part. 

 
e) Subject to the provisions of 5.d above, the Council may exercise any of its 

powers and functions not withstanding that any appointments to its membership 
may not at any time have been made and notwithstanding any vacancy amongst 
its members. 

 
f) In the event of a Council member being unable for any reason to attend a Council 

meeting or otherwise participate in Council business, that Council member or 



the Branch who appointed them to the Council may, by writing to the Executive 
Officer, appoint an alternate to act in their stead. Such alternate shall have all 
the powers and rights vested in the Council member for whom they act as 
alternate except to act as Chairperson of the meeting.  

 
g) In the event of a casual vacancy occurring in the Council, the vacancy shall be 

filled by the Branch or Board making the original appointment which has become 
vacant, and the Council member so appointed shall hold office for the unexpired 
term for which the Council member’s predecessor was appointed. 

 
h) The Chairperson of the Board shall be invited to attend each Council meeting, 

but shall leave the meeting for all discussions of, and voting on, the election of 
Board members.  

 
i) The  Executive Officer of the Association shall be responsible for ensuring 

services are provided to facilitate the operations of the Council. The Executive 
Officer shall ensure that minutes of every Council meeting are kept and that 
copies of the minutes are provided to every Council member and to each 
member of the Board. 

 
Bylaw 6. Election to the Board 
 

a) The Board shall call for nominations from members of the Association for 
election to Board membership in such a manner as the Board determines from 
time to time. This clause does not apply to persons appointed by the Board to fill 
casual vacancies or to independent Board members.  

 
b) The Board shall maintain a chart showing the collective skills of Board members 

and shall use this chart to determine the skills which those Board members which 
it is to appoint should have to enhance the completeness of the skill set 
collectively of the Board. The Board shall provide this chart, showing the skills of 
members (including any appointed by the Board) who are not facing election, to 
all Council members one month prior to their meeting to elect Board members 
in each year. In normal circumstances, the timing of this meeting shall be during 
or immediately adjacent to The Association’s Annual Conference. 

 
c) The Board shall determine three months in advance of the election by the 

Council the skills which it believes new Board members should possess, and 
advise these to all members of the Association as part of the call for nominations 
for Board positions. 

 
d) Nominations must be made and seconded by a member of The Association, and 

shall be accompanied by a nomination form and a statement signed by the 
candidate describing their relevant skills, qualifications and attainments which fit 
them for election. The nominations shall be made to the President of The 
Association and sent to the  Executive Officer not later than one month prior to 
the Council meeting to elect Board members. The President shall forward to 
every Council member the nomination and candidate statements of every person 
nominated. 

 



e) Persons nominating or electing Board members must have due regard to the 
following criteria:  

 

• no Board member may be an employee of The Association;  

• each Board member should have an understanding of and commitment 
to the objects of The Association;  

• each Board member should have a knowledge and understanding of the 
obligations of Board members under the Act and other relevant 
legislation; and  

• each Board member should possess appropriate qualifications, 
expertise and/or experience as the Board from time to time determines 
is necessary or desirable. 

 
f) The Council will determine in its absolute discretion whether a person satisfies 

the criteria contained in clause 6.c, and choose between the acceptable 
candidates if there are more candidates than there are vacancies, taking account 
of any restrictions in the Rules and these Bylaws. The  Executive Officer will 
prepare a ballot paper showing the names of all candidates and the Council 
members shall mark against the number of names for which there are vacancies 
in a secret ballot. The Council shall appoint two persons to scrutinise the 
counting of the ballots, and they shall report to the President in the open meeting 
the result. The order of appointment to the Board shall be determined by the 
number of ballot affirmatives received. If the appointment of any candidate would 
cause Rule 10.2b in the Constitution to be broken, the next highest polling 
candidate shall be elected. 

 
g) If a Councillor is nominated for a Board position, that Councillor must not vote in 

that election of Board members.  
 

h) If a Councillor is elected as a Board member, that person must stand down as a 
Councillor. 

 

Bylaw 7. Proceedings of the Board 
 

a) The term of appointment of a Board member, however appointed, is up to three 
years, and the person is then subject to re-election. A person is eligible for re-
election to a maximum of nine years continuous service, and must then step 
down from the Board for at least one year before being eligible for re-
appointment to the Board. 

 
b) The Chairperson takes office immediately following election and holds office for 

a 3 year period (or as long as they are a Board member, whichever is the lesser) 
after which time they are eligible for re-election as Chairperson for one further 
period of up to 3 years if re-elected as a Board member. 

 
c) The Board may establish committees to address aspects of its role as it sees fit. 

The Board shall designate a person to be the chair of each committee which it 
creates. The Board may appoint persons who are not Board members to these 
committees. All committees shall report back to the full Board at their earliest 
opportunity and may recommend a course of action to the Board but no 



committee shall have power of its own to commit The Association to the course 
of action.   

 
d) A member shall be regarded as present at a meeting if the member is linked by 

telephone with other Board members, whether attending as a group at a 
meeting, or being members, each alone or as groups, at several locations, 
PROVIDED THAT: all Board members entitled to receive notice of the meeting 
shall have been given proper notice of the meeting and of the opportunity to 
participate in the telephone link to the meeting if they wish; and each of the Board 
members taking part in the meeting and the person appointed to keep the 
minutes are able to hear each of those participating in the meeting at the 
commencement of the meeting; and that at the commencement of the meeting 
each Board member who is participating must acknowledge their presence for 
the purpose of the meeting to all others taking part. 

 
e) A resolution in writing signed by three quarters of the Board members entitled to 

vote shall be as valid and effectual as if it had been passed at a meeting of the 
Board duly called and constituted. 

 

By-Laws History and Version Control 
 

Version Approved By Date Approved Clauses Changed 

September 
2014 

Membership (AGM) 23rd September 2014  

November 2014 Board 29th November 2014 1.3d 

May 2015 Board 20th May 2015 4a and 4c 

April 2016 Board and Branches 27th Feb & 31st March 
2016 

1.3b, 1.3f and 7.a 

April 2019 Board 19 Nov 2019 1.1, 1.2, 1.3, 1.4, 
3.1, 3.2, 5, 6,  
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APPENDIX 4 

 

2020-2022 
STRATEGIC PLAN 

 
CONDENSED VERSION OF STRATEGIC PLAN 

 



 
 

 





 

 
 
 



 

 
 

APPENDIX 5 

 

SAMPLE BRANCH 
ANNUAL MEETING 

DOCUMENTS 
 
 

 



 
 





 

Tue 25 Feb 2020 

  

6.15 – 7.00pm 

  

The Robin Hood Hotel 

Function Room 

315 Portrush Road 

Norwood SA 5067 

  

  

AGENDA 

  

1. Minutes of the previous Annual General Meeting 

  

2. Any appropriate correspondence 

  

3. The Branch President's Report 

  

4. The Branch Annual Report comprising the reports of the Branch specialist 

officers, Secretary and Treasurer. 

  

5. Declaration of the Incoming President 

  

6. Election of Vice Presidents, Secretary and Treasurer 

  

7. General Business as appropriate 

 

 

 

 

 

 

 

 

 

 



 
 

 
 

APPENDIX 6 

BRANCH FINANCES 
 



 

 

 

 

ACA Branch Banking Procedures 

Invoice/Reimbursement of Expenses 
 

 

Branch member receives an invoice for payment from a supplier or incurs an 
expense and seeks reimbursement. 

 
 
 
 

The invoice is approved by two committee members or the receipt from the 
direct expense is approved by two other Branch committee members (ie not 

the committee member requesting the reimbursement). Approvals can be 
made by personally signing the invoice/receipt or provided via email. 

 
 
 

 

Branch member emails invoice or receipt, the approvals and recipient’s bank 
details to ACA Finance Manager requesting payment or reimbursement. 

 
 
 

 

 

ACA Finance Manager generates the first online authorisation 
payment/reimbursement from the consolidated ACA operational account.  

A second authorisation is provided by the Executive Officer. 
 
 
 
 

Confirmation is sent to the Branch member requesting payment or 
reimbursement that the online authorisations have been processed. 

 
 

 

 

Term Deposits 
Branch term deposits have been consolidated into a single ACA Branch term deposit. 

 



 
 
 

 

 
 
 
 
 

 

APPENDIX 7 

 

BRANCH EVENT 

MANAGEMENT 

GUIDELINES 
 
 



ACA Branch Event Management Guidelines 
 

ACA Branches are an essential and important organising arm of ACA. ACA 
Branches are the important local focus point for member activities and interaction. 

 
It is important that members are given regular opportunities to participate in ACA 
activities at a local level. Each Branch commits to conducting at least 5 events per 
year. 

 
This document aims to provide guidance to ACA Branches to manage Branch 
events. The type of events to which the guidance applies includes: 

 

• Technical Events 

• Social Functions 

• Site Visits 

• Trade Shows 

 
Initial Planning 
The first step for each Branch is to decide on the number and style of events that the 
Branch aims to conduct in the year ahead. The Branch can elect an Event Officer 
from the committee and should assist him/her in identifying potential speakers, 
venues and locations for site visits. The Branch may also choose to conduct joint 
meetings with other Associations or educational institutions. ACA head office should 
be contacted as soon as possible to work with the Branch to organise each event. 

 

Calendar of Events 
Each Branch should aim to develop a draft annual event program (month and theme) 

and provide this to the ACA Office. This allows members to be aware in advance of 
events occurring throughout the ACA and for the ACA office to develop a calendar of 
events in advance to announce to the membership via its website, etc. Branches 
should keep ACA office updated of any changes or confirmations as events are 
progressed. 

 
Budgeting 
The Branch committee should develop a budget for each event to determine the 
financial investment toward conducting the event. The Branch should decide if it 
will charge a registration fee for each event it conducts to contribute to the financial 
success of the event. A registration fee can be set for students, members and non-
members and usually assists in eliminating ‘no shows’ which can occur when 
events are free to attend.  
A Branch event budget template is available from ACA HO. 

 
Venue Selection 

If a Branch requests assistance from the ACA Office in researching a suitable venue 
for their event, the following information should be provided: 

 

• Estimated number of delegates 

• Event date and timings 

• Preferred room layout 

• Food & beverage requirements 
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• AV requirements (lectern, microphone, data projector etc.) 

• Budget 

 
Please allow the ACA Office up to 2 weeks to provide suggestions. The Branch can 
then either book the venue directly or ask the ACA Office to do this on their behalf, 
but a decision should be made promptly and within two weeks as venues usually 
seek a quick confirmation. 

 
Promotion 
A schedule of event emails distributed by the ACA office will help promote the 
event and should include details such as: 

 

• Name of event 

• Date of event 

• Starting time 

• Location 

• Speaker name/s 

• A paragraph on the presentation topic/s 

 

 
Registrations 
Online event registrations are available on the ACA website which is to be set up by 
the ACA office. 

 
Pre Event 
ACA office will provide the Branch with a delegate list and name tags prior to the 
event. An estimate of delegate numbers (for catering purposes) can be provided 1 
week prior to the event on request. 

 
Day of the Event 
On the day of the event, the Branch should ensure it has available at the venue: 
 

• Delegate list 

• Attendance sheet 

• Name badges 

• Run sheet/event timing 

• Branch announcements 

• Speaker biography 

• Speaker gift 

• ACA banner 

• Equipment i.e. projector, laptop, laser pointer, wireless PowerPoint slide 
changer 

• ACA Membership information brochure 

• Any ACA promotional or member recognition digital collateral as provided by 
the ACA office. 

 
 
 

 

ACA Branch Event Management Guidelines Version 1.7 2 



Post Event 
Following the event, it is appreciated if the Branch submits a 200 word review and 
provides photo(s) to the ACA office for publication on the ACA website  

 
 
 
 

Event Checklist 
Below is an Event Checklist that can be used as a guide to planning a Branch event. 

 
Date Action Responsibility 

Prior to Branch 
Annual Meeting 

Agree on approximate theme/topics/date for 
each event for the forthcoming year 

 

Discuss planned budget expenditure RE 
venue and catering for the year. 

 
Assign each event an ‘Event Organiser’ who 
is responsible to organise that particular 
event. 

Branch 
Committee 

8 weeks prior to 
event 

Finalise speakers for event Event Organiser 

8 weeks prior to 
the event 

Decide and book venue for event. ACA office 
and/or Event 
Organiser 

4 weeks prior to 
event 

Initial event notification email sent to Branch 
Members and local non-members 

 

Email blasts will be issued leading up to the 
event. 

ACA office 

1 week prior to 
event 

Contact venue to organise catering Event Organiser 

3-5 days prior to 
the event 

Final email reminder ACA office 

1 day prior to 
event 

Receive delegate list and name badges ACA office 

Event Day Run/host event Branch 
Representative 

Post event Provide written event review 
Publish Event Review 

 

Event Organiser 
ACA office 
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GUIDELINES 
 
 



LIFE MEMBERSHIP 
AUSTRALASIAN CORROSION ASSOCIATION 
ELECTION TO LIFE MEMBERSHIP OF THE ASSOCIATION 

NOMINATION AND ELECTION PROCEDURES 
 

1. The Election of a Member of ACA to Life Membership shall be the prerogative of the 
ACA Council, meeting as a full committee (usually annually at the conference). 

 
2. The nomination of a candidate for Life Membership shall be the right of any Branch of 
ACA. The Nominee may be a Member of the nominating Branch or any other Branch of 
the Association. 

 
3. The Nominee shall be a Member of the Association at the time of nomination or a 
member within the previous financial year of the Association. 

 
4. Life membership has no direct relation with a member’s retirement from active 
employment in the corrosion field. Indeed, the person nominated may have many 
more years of active work ahead. 

 
5. The conditions for election to Life Membership are as follows: 

 
a) The honour is awarded for outstanding service over an extended period to 
the Australasian Corrosion Association, either to a Branch or Branches 
and/or the ACA Council and/or to one of its duly appointed Committees 
(eg the Operations Committee/Board). 

 
b) The Honour is awarded only as agreed by Council in response to 
nominations. The nominations need have no reference to the Branch for 
the time being host to the Council and Conference. 

 
NOTE: In some attempt to define outstanding in clause 5 it should be noted that the 
service of a long time member of a Branch Committee and/or of Council is NOT 
sufficient to warrant nomination UNLESS this service has been far in excess of that 
normally expected of a person occupying a Branch of Council “office”. 

 

6. It is preferable that ample time for consideration of the qualifications be given. 
Therefore, nominations and supporting evidence should be compiled and forwarded to 
the Australasian  Executive Officer by 31st August each year to enable details to be 
forwarded to the Committee of Branch Presidents, Australasian  Executive Officer and 
Australasian President who is chairperson of the committee. The committee will make 
its recommendation to the Annual Council Meeting. 

 
7. The forwarding of nominations is the right of any Branch. Such nominations must be 
supported by sufficient evidence of outstanding service as to enable other Branch 



Councillors, who are not fully aware of the nominee’s service to make an accurate 
assessment of the qualifications and service of the nominee. 

 

8. Data to Support the nomination shall include the following: 
 

a) Full name, Address, contact numbers (phone, fax and email) 
b) Date and Place of birth 

c) Schooling (Primary, Secondary, Tertiary) 

d) Academic Qualifications and Distinctions 
e) Civic and other honours and awards 
f) Research work done 
g) Papers published or presented and Technical status 

 
Note: The nominating Branch should carefully consider the case for nomination of a 
person for the ACA’s Corrosion Medal if the area of the person’s service and 
contribution to corrosion and engineering is quite outstanding. 

 

h) Date of: 
 

i) joining Association 
ii) election to Branch Committee 
iii) election to office in each Branch and details of offices held 

and tenure of each appointment 
iv) election to Council 
v) election to Office of Council, details of offices held and tenure 

of each appointment 
vi) details of present office held 

 

The above data should be supported by details elaborating the outstanding nature of 
the nominee’s service in developing the Branch, Council, the Board, the Association 
and/or in raising the technical status of the Branch, Council or Association. 

 
9. The ACA Executive Officer shall forward a copy of each nomination to each member 
of the Committee for reply to the Australasian President. 

 
10. Election to Life Membership shall normally be by means of a show of hands after a 
recommendation has been supported by a suitable motion and seconded at the 
Council meeting. 

 
11. The ACA Executive Officer shall advise each recipient of Life membership and 
shall advise the nominating Branch immediately after the conclusion of the Annual 
Conference. The Life Member shall receive a Certificate and Life Member badge from 
the Association to commemorate the award of Life Membership of the Association. 

 

12. The election of a Life Member shall be announced at the Annual Dinner of the ACA 
immediately following the election. 

 
Last Updated 9th September 2020 
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CORROSION MEDAL 

GUIDELINES 



CORROSION MEDAL 
 
AUSTRALASIAN CORROSION ASSOCIATION 
AWARD OF THE AUSTRALASIAN CORROSION MEDAL 

NOMINATION AND SELECTION PROCEDURES 
 

1. The Medal Committee shall consist of the Australasian President, the Executive 
Officer and the Branch Presidents. 

 

2. The nomination of candidates for the Medal and the selection of the Medallist are 
confidential matters and the responsibility of the Medal Committee. The final selection of 
the Medallist is the sole prerogative of the Australasian President. 

 
3. The conditions for the award of the Medal are as follows: 

 
a) The Medal shall be awarded for outstanding scientific or technological 
work in the field of corrosion in Australasia. Meritorious contributions in 
Australasia to the mitigation of corrosion shall also be a basis for the award. 
b) The recipient does not necessarily have to be a member of the 
Australasian Corrosion Association. 
c) The award need not necessarily be made every year and shall never 
be made more frequently than once per year. 
d) No person shall be awarded the Medal more than once. 
e) Although not mandatory, the recipient would normally be resident in 
the State or Country in which the Annual Conference is held. 

 
4. It has been customary, but is not mandatory, that the host Branch for the forthcoming 
Annual Conference nominate the Medallist candidate for approval by the Medal 
Committee. Alternate nominations are however possible. 

 
5. To ensure ample time for consideration of each candidate's qualifications, the 
following timetable, as decided upon by the Australasian Council, should be adhered to: 

 

a) Call for nominations shall be distributed by ACA Centre in February each year. 
b) Final nominations should be in the hands of Executive Officer no later than 
31st May. 
c) Final decision on the Medallist should be made by 31st August. 

 

6. Branch Presidents should forward sufficient copies of the nomination and supporting 
material to the Executive Officer for circulation and record purposes. 

 
7. It should be noted that the supporting material will be used for the citation at 
the presentation of the Medal and should follow the format, adopted by 
Council, and set out below: 



Data to Support Nomination for the Corrosion Medal: 
 

a)  Full names 
b)  Address, telephone numbers at work and private 
c)  Date of Birth; Place of Birth; Nationality 
d)  Schooling (Primary, secondary. tertiary) 
e)  Academic qualifications and distinctions 
f)   Civic or other honours 
g)  Awards 
h)  Original research and contributions to mitigation of corrosion 
i)   Papers published 
j)   Overseas reputation or status. Overseas experience and conference 
k)  Technical status in particular field 
l)   Experience 
m) Positions held 
n)  Present position and title 
o)  Membership of ACA and contributions thereto 
p)  Commercial and industrial achievements 
q)  Membership of learned or chartered institutes 

 

Advice as to whether the nominee will be attending the annual conference is also 
helpful in the event of being the successful Medallist, i.e. for presentation at the annual 
dinner. 

 
This supporting data should include an elaboration of the reasons for making the 
nomination in accordance with clause 3(a) of the Conditions for the Award. 

 

8. The Executive Officer shall forward a copy of each document received to the 
Australasian President early in June. 

 

9. Where there is only one nomination, the selection of that candidate for the award of 
the Medal shall be at the sole discretion of the Australasian President (in consultation 
with the Executive Officer if so desired). 

 
10. In the event of more than one nomination being received, the comments of all 
Branch Presidents on each nomination should be sought by the Australasian President 
by mid-June. Such comments should be returned by 31st July. Copies of all material 
accompanying the nominations should be forwarded to the Branch Presidents for this 
purpose. Should there be substantial support from the Branch Presidents for a particular 
candidate the Australasian President should give serious consideration to selecting this 
candidate. However, the final decision is still at his discretion, again in consultation with 
the Executive Officer if necessary. 

 
11. When the final decision is made the Australasian President advises the Executive 
Officer who shall make the necessary arrangements for the production and engraving of 
the Medal not later than 31st August. 



12. The retiring Branch Presidents shall be advised in confidence by the Executive 
Officer of the final decision regarding the Medallist. In the event of a single nomination, 
a copy of the documents supporting the nomination should be forwarded out of courtesy 
to the retiring Presidents with this advice. 

 

13. The Australasian President shall advise the successful Medallist in confidence as 
soon as possible after the final decision has been made and make the necessary 
arrangements for him or her to attend the presentation. 

 

Last updated 9th September 2020. 
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