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RULES
OF THE

HEALTH CONSUMERS’ COUNCIL

(WA) INCORPORATED
(5TH EDITION  SEPTEMBER 2006)
RULES
5th Edition September 2006

1.
AUTHORITY, APPLICATION AND INTERPRETATION

1.1
These Rules are made pursuant to the Constitution of the Health Consumers’ Council (WA) Incorporated, hereinafter known as “the Constitution” and “the Council” respectively.

1.2
No part of these Rules may be interpreted as contrary to any provision of the Constitution.

1.3
Except where the context requires otherwise terms defined in the Constitution will bear the same meaning in these Rules.

2.
ALTERATIONS TO THESE RULES

The Board may amend these Rules provided that:

· proposed amendments will be circulated to Board Members twenty one (21) days prior to the meeting at which they are to be considered;
· three quarters of Board members present at the meeting vote in favour of the amendment(s);
· changes are ratified by a simple majority at the next general meeting of Members.
3.
ADMINISTRATION
3.1
The Executive Director will be responsible to the Board for the day to day management of the Council’s affairs.
3.2
Documents which normally require Board approval will, if required urgently, be reviewed by the Chairperson and Executive Director, and if appropriate, approved and initialled by both parties prior to dispatch.


The circumstances will be reported to the next Board Meeting and the actions of the Chairperson ratified if appropriate.

4.
AFFILIATIONS

4.1 
Affiliation is a co-operative relationship between autonomous bodies.

4.2
Ratification of a proposed affiliation by the Council will be by a two thirds majority of those present and entitled to vote at a General Meeting. 
5.
LOCAL BRANCHES

5.1 
The Board may:

· establish local branches;
· disband local branches if they are no longer required.
5.2
All members of a branch will be Members of the Council
5.3
Branches will be known as Health Consumers’ Council (WA) Inc (branch name) Branch.
5.4
The Board will determine rules for the administration of local branches. Such rules must be consistent with the Council’s Constitution and Rules.

6.
APPOINTMENTS


6.1
Executive Director and Staff

The powers and responsibilities of holders of the various offices are set out in Appendix “A”.
6.2
Committees, Working Groups, Task Forces

6.2.1
The Board may convene committees (however titled) and specify their Terms of Reference;

6.2.2
The Board Chairperson is an ex-officio member of all committees;

6.2.3 
Committees may establish sub-groups;

6.2.4 
A copy of sub-group membership and guidelines must be supplied to the Board.
6.3
Health Issues Group
The Health Issues Group (HIG) is a standing committee of the Council which provides a forum for Members to raise concerns and/or comment on health matters.

6.4
Co-options


6.4.1
The Board may co-opt Members to the Board.

6.4.2
The Board may co-opt persons (not necessarily Members) to committees.

6.4.3
Personal profiles of proposed co-optees will be circulated to Board members not less than seven (7) days prior to the meeting at which the co-options are to be considered.

7.
MEETINGS
7.1
The conduct of meetings will conform to generally accepted practice as outlined in Appendix “E”.
8.
ELECTIONS

8.1
All elections will be by ballot and determined on a simple majority of votes cast in person, by proxy, or by post. In the event of a tied vote the Executive Director will draw lots to determine the election.
8.2
Board Membership

8.2.1
A candidate for election to the Board will have been a Member for a cumulative period of not less than thirteen (13) months.
8.2.2
A proposer and seconder of a candidate for election each one will have been a Member for a cumulative period of not less than thirteen (13) months.
8.2.3
Nominations for Board vacancies will be called not less than twenty eight (28) days prior to the AGM.

8.2.4
Nominations, on the prescribed form (see Appendix D), must be received at the Council’s office not less than fourteen (14) days prior to the AGM.

9.
FINANCIAL MATTERS
9.1 
The Council’s financial year will be 1 July to 30 June the following year.
9.2
Insurance will be effected by the Council to provide against claims arising from:

· Public Liability;
· Workers’ Compensation;
· Council property damage or loss;
· Loss or fraud by staff or volunteers;
· Professional Indemnity;
· Directors and Officers Liability.
9.3
Executive Director’s Financial Delegation

9.3.1
The Board will determine the limits of the Executive Director’s financial delegation.

9.3.2
Transactions with a total value greater than the limit will require a formal resolution of the Board.
9.4
Accounting procedures

9.4.1
There will be up to five (5) Board members (including the Treasurer) plus the Executive Director and the Deputy Executive Director as authorised signatories to financial documents. Any two (2) signatories must sign every negotiable financial document, however the Executive Director and Deputy Executive Director are not permitted to sign the same document.

9.4.2
All monies received will be deposited in the relevant Council account as soon as practicable after receipt provided this period does not exceed five (5) working days.
9.4.3
The amount held as Petty Cash will be determined by the Executive Director and Treasurer and details of transactions properly recorded.

9.5
All financial records will be retained for seven (7) years from the end of the financial year to which they relate.
9.6
Members, representatives and volunteers may claim reimbursement of approved out-of-pocket expenses incurred on Council activities upon production of receipts.

9.7
The Board may approve payment of an honorarium to a Member for provision of services to the Council

9.8
A Member may not take part in a debate, nor vote on an issue, in which they have a direct or indirect pecuniary interest.

10.
PUBLIC RELATIONS

10.1
In pursuit of its Mission the Council will:
a)
Interact directly with the public through the Council’s forums;

b)
Interact with government bodies, community organisations, non-profit and for-profit health care organisations and health care providers;

c)
Educate and inform the public through:

· seminars promoted by the Council;

· media releases;

· interviews by spokespersons with the media;

· articles in the media, magazines, industry journals and newsletters;

· participation in talk-back radio.
d)
Educate groups within the community through the provision of training programmes;

e)
Inform the public indirectly through mass media.

10.2
The spokesperson for the Council will be the Chairperson or Executive Director or their delegate.

No Member, staff member or volunteer may speak for the Council without prior authorisation of the Chairperson or Executive Director.
10.3
Public Relations activities are to be undertaken by spokespersons co-ordinated by the Executive Director at the direction of the Board.

10.4
Promotions which have, or may be perceived to have, a party political bias are to be avoided.
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RULES – EXECUTIVE AND STAFF
1
The Executive will be:

1.1
comprised of elected members of the Board;

1.2
elected by the Board.

2
Chairperson


The Chairperson’s responsibilities include:


· presiding at all meetings of the Council;

· being an ex-officio member of all committees;
· representing the Council;

· making urgent decisions on behalf of the Council, in conjunction with the Executive Director;

· delegating responsibilities as required.

3
Deputy Chairperson


The Deputy Chairperson will deputise for the Chairperson as required.

4
Secretary
The Secretary’s responsibilities include:

· maintaining the Seal Register;

· maintaining the Register of Members;

· acting as the Council’s Public Officer;

· ensuring the Council complies with all statutory requirements;

· deputising for the Chairperson in the absence of the Deputy Chairperson.

5
Treasurer

The Treasurer’s responsibilities include:

· presenting to Board meetings written Income/Expenditure statements;

· assisting the Executive Director to draft the Council’s budget;
· monitoring the Council’s performance against the budget;
· presenting to the Annual General Meeting the Council’s Financial Statements and the Auditor’s Report;

· overseeing, with the Executive Director, the Council’s financial records;

· advising the Board on financial matters.

6
Executive Director


The Executive Director is the principal salaried officer of the Council and is responsible to the Board for:

-
the day to day management of the Council’s affairs;
· convening meetings of the Board and Members and ensuring minutes are kept;
· assisting the Chairperson to make urgent decisions;

· keeping the Board informed of issues relevant to the Council.
7
Council employees are not eligible for election or co-option to the Board.

	APPENDIX B


RULES – ESTABLISHING A COMMITTEE

The following is to provide guidance in the formation of a committee (however titled).
1
Background information

The convenor of a committee should be aware of all factors which led to the need to establish such a body.

2
Chairperson

The person nominated as convenor will assume the chair unless the Terms of Reference state that the committee will elect its own Chairperson.

3
Terms of Reference should cover the following:
-
whether the body is temporary or standing, its composition, and the number of members that constitute a quorum;

· the nature of activities to be undertaken;

· whether it has the power to co-opt and, if so, under what conditions (voting, tenure, etc.);

· whether, and when, reports are required.
	APPENDIX C


RULES – EXTERNAL REPRESENTATION OF THE COUNCIL
1.
PREAMBLE

1.1
The following is supplementary to the functions of the Chairperson. 
1.2
In pursuance of its policy of maintaining close links with organisations having interests in common with the Council’s Mission, the Council will, if asked, provide representatives to outside organisations.

1.3
Representatives will be Members appointed by the Board under appropriate Terms of Reference.
1.4
The Council will maintain a register of representatives to external organisations

1.5
The Council will conduct a forum for all representatives to external organisations at least annually.
2.
RESPONSIBILITIES OF THE REPRESENTATIVE
2.1
To act in accordance with such instructions as the Board may issue. 
2.2
To attend a minimum of seventy five percent (75%) of all meetings of the organisation to which appointed.

2.3
If expressing a personal opinion the Representative will always preface statements with a caution to that effect.
2.4
Representatives will report to the Board, as soon as possible, matters relevant to the Council.
3.
JOINT RESPONSIBILITIES OF THE BOARD AND REPRESENTATIVES
3.1
All representative appointments will be reviewed annually.

3.2
The Board may terminate the appointment by giving not less than four (4) weeks notice to the Representative and vice versa.
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HEALTH CONSUMERS’ COUNCIL (WA) INC

Nomination Form
for a position on the Board

PRINT NAME
SIGNATURE
DATE

NOMINEE:







PROPOSER:







SECONDER:






PLEASE REUTRN THIS FORM NO LATER THAN 
PM ON

TO:
Executive Director


Health Consumers’ Council


Units 13/14 Wellington Fair


40 Lord Street (Crn Lord & Wellington Sts)  East Perth  6004


GPO Box C134


PERTH   WA   6000

BACKGROUND INFORMATION:

In accepting nomination to the Board I agree to the following information being made available to Members of the Health Consumers’ Council at the Annual General Meeting. 
I have been a Member of Health Consumers’ Council for ______ years
______months
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RULES – CONDUCT OF MEETINGS

1.
PREAMBLE


As a general principle the conduct of meetings will aim to be pleasant, informal and in a spirit of co-operation. The formal procedures set out below are to apply as circumstances dictate.

2.
COURTESIES REQUIRED

a)
All remarks will be addressed to the Chairperson.

b)
The acknowledged speaker may not be interrupted except by:

· the Chairperson;

· a Member raising a Point of Order based on one of the following:

· a breach of Rules;
· failure to address the Chairperson;
· unbecoming language;
· irrelevance or tedious repetition;
· exceeding a previously specified time limit.

c)
Without debate the Chairperson will determine whether the speaker continues.

However, the speaker may correct a mis-statement but may not debate the rights of the proposal.

3.
RIGHTS OF DIFFERENT CATEGORIES OF MEMBERS OF A COMMITTEE
A Committee member will have the rights detailed below:
· Appointed or co-opted Member – may move, second, debate, and vote;

· Co-opted non-member - may debate but not vote.

4.
AMENDMENTS TO MOTIONS

An amendment must be relevant to, but not negation of, a motion..

Only one (1) amendment may be considered at a time.

The mover of an amendment has no right of reply.

A person may move only one amendment but may speak to others.

The mover of a motion may speak at the end of the debate on an amendment but may not move a further amendment.

Amendments will be taken in the order in which they affect the terms of a motion

Arguments relating to matters already determined will not be allowed.

5.
DISPOSAL OF SUBSTANTIVE MOTIONS

PREAMBLE

Any substantive motion will be disposed of before another is moved but the following formal motions may be moved, received and put to the meeting at any time:
· That the Question Now Be Put (closed debate, vote taken);
· That the meeting proceed to the Next Business (debate closed and no vote taken);
· That the debate be adjourned;
· That the motion/document Lie On The Table (meeting moves on to next item but a motion to take the business from the table may occur either later in the same meeting or at a subsequent meeting);
· Discussion of behaviour of a person Named by the Chairperson;
· To amend;
· To refer;
· To withdraw the substantive motion under discussion or an amendment thereto;
· To extend the time limit;
· That the meeting go into Committee Of The Whole (this permits informal discussion led by the Chairperson and not necessarily minuted, although the fact that the meeting went into and emerged from “Committee” will be minuted).
6.
MOTIONS OF RESCISSION
Should the Council, or a Committee, wish to rescind a decision the following procedure will apply:

· In the case of an emergency an Extraordinary General Meeting will be convened. The Notice of Meeting will detail the decision (the motion) to be rescinded and the reason for the rescission;
· Under normal circumstances, three (3) months will have elapsed before a decision may be rescinded. In such a case the normal agenda for a Meeting will contain a brief description of the decision to be rescinded and the name of the person calling for the rescission.
7.
A MEMBER DISOBEYS A CHAIRPERSON’S RULING
The Chairperson may state “I name…”. The next senior Member then calls on the Member to apologise. If the apology is not forthcoming, the same (senior) Member moves “That … be suspended for …(period). This motion is put to the Meeting, no debate allowed.

8.
CHAIRPERSON WRONGLY REJECTS A POINT OF ORDER
A Member may move “That the Chairperson’s ruling be dissented from”. Such a motion needs no seconder and requires that the Chairperson appoints a Deputy to temporarily take the chair. The Deputy invites the mover to give his reasons for the dissent. The Chairperson may then reply. The Deputy moves “That the Chairperson’s ruling be upheld”. If carried, the Chairperson resumes the Chair and business continues. If the motion is not carried, the Chairperson on resuming the Chair reverses his previous ruling.

9.
VOTE OF CENSURE

A Member may be subjected to a Vote of Censure. The carrying of such a motion does not automatically imply removal from office or from membership of the Council.

10.
VOTE OF NO CONFIDENCE

This is a call to resign either from office or from the Council – whichever is applicable will depend on the wording of the motion.

11.
GENERAL DISORDER

The Chairperson, having declared a time and place to re-assemble, adjourns the meeting. When re-assembled the meeting continues from the point reached when the disorder occurred.

12.
OBSERVERS AT MEETINGS

a)
A person may be invited to attend a meeting as an observer. Such invitation will be in writing except that members of the Board may attend any meeting without a formal invitation.
b)
Members wishing to attend a meeting as an observer may apply in writing to the Chairperson at least seven (7) days before the meeting. The Member will abide by the Chairperson’s ruling on the request. 
c)
Observers will make themselves known to the Chairperson a reasonable time before the meeting commences. An observer will only speak at the invitation of the Chairperson and will confine remarks to the subject under discussion.
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PROXY ARRANGEMENTS

A “proxy” may be either an instrument or a Member.

A proxy (instrument) will be provided to the Chairperson not less than fifteen (15) minutes before the meeting commences and will specify:

-
name of proxy (person) and duration of appointment;

-
any restrictions on the powers of the proxy relative to his principal.

Members will not be entitled to vote at a meeting if their annual subscription is in arrears at the date of the meeting.

The instrument appointing a proxy will be in writing, signed by the Member and the individual proposed to exercise the proxy vote.
Where the Member is an organisation the proxy, or any subsequent withdrawal, must be signed by an authorised officer of the organisation.

In the event that the Member (or the delegate of a voting Member organisation) is subsequently able to attend meeting after the appointment of a proxy for that meeting, the proxy authorisation will be withdrawn on written verification signed by the Member. If no written withdrawal is received prior to the beginning of the meeting the person designated as proxy will exercise the voting rights of the Member.
A voting Member organisation cannot appoint different proxies for different parts of the same meeting.

An instrument appointing a proxy will be in the following form:

HEALTH CONSUMERS’ COUNCIL (WA) INCORPORATED

APPOINTMENT OF A PROXY

I
being an individual Member/a delegate of 


 (a voting Member organisation of the 
Health Consumers’ Council of Western Australia) hereby appoint 


as my proxy to vote on my behalf on any resolution(s) that form part of the meeting to be 
held on the 
 day of 
 20
 and at any adjournment 
thereof.
I direct my proxy to vote for / against  please circle  the following specific motion(s)

Signed:

Signed:



Individual Member/


Authorised Officer of voting organisation

PROXY



(delete whichever is not applicable)

Date:


Date:
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