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Introduction 
Welcome as a Director to the Board of ACCYPN! 

You have become one of a select number who are responsible for providing leadership for the 
ACCYPN.  The Board of Directors is accountable for the management of the College on behalf of 
members. 

The ACCYPN is a Company Limited by Guarantee and registered with the Australian Securities 
and Investments Commission (ASIC). As a Director of a Board of a Company there are greater 
responsibilities on Directors than perhaps if you are a committee member of an association. 
There is also greater reporting for a Company than an association.  

As a Director of ACCYPN there is an expectation that you will be willing and able to contribute to 
the business of the Board. The Board meets monthly by teleconference for 1-2 hours. On 
occasions the Board will need to hold extraordinary meetings if matters are urgent.  There is an 
annual AGM which occurs after the end of the financial year and a face to face meeting which is 
held during the biannual conference. You will need to check your email account at least once a 
week as there are some decisions that need to made out of the monthly telephone conference. 

There are only two designated positions required under Company Law and that is the Company 
Secretary and the Chairperson. The Board has the capacity to create other positions.  The 
following will aim to provide you with an overview of directors and key positions within the 
Board. 

General Responsibilities of Board Directors  
Advice from ASIC: 

 “Only be a company director or a company secretary if you are willing, able and have 
enough time to put in the effort.  
 
Avoid any company where someone offers to make you a director or secretary on the 
promise that ‘you won’t have to do anything’ and ‘just sign here’. You could be exposing 
yourself to many legal liabilities.”1 

Directors must also be 18 years or older. 

As a Director, you are required to: (See Business Rules Code of Conduct of Directors) 

1. Act honestly, in good faith and in the best interests of the company as a whole. 
2. Have a duty to use care and diligence in fulfilling the functions of office and exercising the 

powers attached to that office. 

                                                        
1 http://www.asic.gov.au/asic/ASIC.NSF/byHeadline/Your%20company%20and%20the%20law#director 
 

http://www.asic.gov.au/asic/ASIC.NSF/byHeadline/Your%20company%20and%20the%20law#director
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3. Use the powers of office for a proper purpose, in the best interests of the company as a 
whole. 

4. Recognise that the primary responsibility is to the company as a whole but may, where 
appropriate, have regard for the interest of all stakeholders of the company. 

5. Properly manage any conflicts of interest. 
6. The Director has an obligation, at all times, to comply with the spirit, as well as the letter 

of the law. 
 
ASIC can also ban you from being a company director in certain situations. 

The Director should not 

1. Make improper use of information acquired as a Director. 
2. Take improper advantage of the position of Director. 
3. Engage in conduct likely to bring discredit upon the company. 
4. The Director has an obligation to be independent in judgment and actions and to take all 

reasonable steps to be satisfied as to the soundness of all decisions taken by the Board of 
Directors. 

5. Make improper use of confidential information received by the Director in the course of 
the exercise of duties. 

6. Directorial duties remain the property of the company from which it was obtained and it 
is improper to disclose it, or allow it to be disclosed, unless that disclosure has been 
authorised by that company, or the person from whom the information is provided, or is 
required by law. 

 

Positions required by Law 
Company Secretary/Treasurer  
This is a position appointed by the Board and may or may not be a Director. 

Legal Requirements of a Company Secretary 
You must not act as a director or secretary (or manage a company) without court consent if you:  

− are an undischarged bankrupt.  
− are subject to a personal insolvency agreement or an arrangement under Part X of the 

Bankruptcy Act 1966 (Cth) (Bankruptcy Act) that has not been fully complied with.  
− are subject to a composition under Part X of the Bankruptcy Act and final payment has 

not been made, or have been convicted of various offences such as fraud or offences 
under company law, such as a breach of your duties as a director or insolvent trading. 
If you have been convicted of one of these offences you must not manage a company 
within five years of your conviction. If imprisoned for one of these offences, you must 
not manage a company within five years after your release from prison.  

− If you become bankrupt, enter into a personal insolvency agreement or are convicted 
of a relevant offence at a time when you’re a director or secretary then you 
automatically lose that office. The company must then notify ASIC that you’re no 
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longer a director or secretary of the company. Find out more at ASIC: 
http://asic.gov.au/regulatory-resources/insolvency/insolvency-for-
directors/bankruptcy-and-personal-insolvency-agreements/ 

5.4 Company secretaries2 

A Company other than a proprietary company must have a Company Secretary. However, 
a proprietary Company may choose to have a Company Secretary. The Directors appoint 
the Company Secretary. A Company Secretary must be at least 18 years old. If a Company 
has only 1 Company Secretary, they must ordinarily reside in Australia. If a Company has 
more than 1 Company Secretary, at least 1 of them must ordinarily reside in Australia. A 
Company Secretary must consent in writing to holding the position of Company Secretary. 
The Company must keep the consent and must notify ASIC of the appointment. 

The same person may be both a Director of a Company and the Company Secretary. 

Generally, a Company Secretary may resign by giving written notice of the resignation to 
the Company. The Company must notify ASIC of a Company Secretary’s resignation. A 
Company Secretary who resigns may also notify ASIC of the resignation. 

The Company Secretary is an officer of the Company and, in that capacity, may be subject 
to the requirements imposed by the Corporations Act on Company Officers. 

The Company Secretary has specific responsibilities under the Corporations Act, 
including responsibility for ensuring that the Company: 

• notifies ASIC about changes to the identities, names and addresses of the Company’s 
Directors and Company Secretaries; and 

• notifies ASIC about changes to the register of Members; and 

• notifies ASIC about changes to any ultimate holding Company; and 

• responds, if necessary, to an extract of particulars that it receives and that it responds to 
any return of particulars that it receives. 

A Company Secretary’s obligations may continue even after the Company has been 
deregistered. 

 
Responsibilities of the Secretary from the Board perspective 
− Ensure all invoices are paid in a timely manner  
− Maintain a budget spreadsheet and make available to Directors prior to each meeting  
− Present the Board with a proposed budget two months prior to the end of the financial year  

                                                        
2 Corporations Act 2001 – Page 14 

http://asic.gov.au/regulatory-resources/insolvency/insolvency-for-directors/bankruptcy-and-personal-insolvency-agreements/
http://asic.gov.au/regulatory-resources/insolvency/insolvency-for-directors/bankruptcy-and-personal-insolvency-agreements/
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− Keep financial records and provide the Auditor with those records at the end of the financial 
year  

− Notify ASIC of any resignations and appointments of Directors  
− Provide a solvency agreement ratified by the board to asic on a yearly basis  
− Maintain a register of meeting minutes  
− Forward a BAS report to the ATO on a quarterly basis  
− Ensure the Company complies with legal requirements of ASIC  
− Respond to any correspondence as required by the Board  
− Be a signatory on any legal contracts or documents (All contracts need two signatures) 

In addition: 

• The Secretary is the only Board Member that communicates with the Bookkeeper and 
Auditor 

• The Secretary uses the Company laptop to maintain all correspondence 
• The Secretary provides a comprehensive handover when leaving the position. 

   

Chairperson   
The Chairperson is elected at the first meeting following the AGM and has to be a Director of the 
Board. The Chairperson will: 

− Chair board meetings 
− Respond to inquiries form Secretariat  
− Contact Directors out of session as required  
− Respond to inquiries form other organisations or individuals (some will come via the 

Secretariat and others direct) 
− Be a signatory on legal contracts or documents    
− Respond to correspondance as recquired by the Board  
− Ensure an annual planning process is undertaken  
− Advise the Secretariat (by email)  the day following the meeting of the outcome of key 

decisions so they can action any work required (especially the members that are 
approved) 

− Provide media statements as required as per the Business Rule. 

Positions determined by the Board (Responsibilities) 
Membership Secretary 

− Review new Members list  
− Propose motion to the Board to endorse or not endorse new Members (The Secretariat 

will liaise with the Membership Secretary if there is a query regarding a Member) 
− Review information Members get sent on annual basis 
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Newsletter Coordinator 
− Prepare content for bi-monthly newsletter send to Secretariat first week in the even 

months of the year 
− Review final draft of the newsletter prior to publishing 

 

 Meetings of the Board 
1. If you have personal interests that might conflict with your duty as a Director, you 

must disclose these at a Directors’ meeting or at anytime identified  
2. You need to take an active part in Directors’ meetings  
3. You need to identify yourself when speaking at meetings for the purpose of audio 

transcription  
4. If your connection to the teleconference drops out, note the time and the time of 

reconnection  
5. If you are unable to attend a Directors’ meeting, send an apology prior to the meeting 

date to the Chairperson and the Secretary 
6. If you are going on leave, notify Directors that you will be unable to respond to emails 

for the specific period of time  
7. If you are unable to attend a series of meetings, request a Leave of Absence  
8. Director’s attendance at meetings is part of the audit process  and has to be reported 

in the annually report 
9. If the meeting requires face to face attendance, the the reimbursements provided are 

outlined in the Business Rule of Reimbursement of Directors Expenses 

Access to meeting papers 
All meeting papers are up-loaded onto the ACCYPN Board Members website. This is a secure 
area in the Members section of the website. 

A generic log on for Board Members to the secure area is changed when there is a change of 
Directors. This is controlled by the Secretariat and he will send this information to you. 

Contracted Services - Secretariat 
ACCYPN has a paid Secretariat. This service is provided by Martin Bishop and his team at Cre8it 
Events. The Board of Directors has a contact with the Company. 

Secreteriat duties include: 

Meetings of the Board of Directors  

− Call for agenda items and prepare minutes as per 14 days prior to meeting 
− Draft agenda 5-7 days before the meeting uploaded with documents to the Board 

Members papers 
− Email Board members to advise papers are available on the Board Members area of the 

ACCYPN website 
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− Book teleconference and minute teleconference (from recorded minutes) 
− Updated minutes to Board Members section of the website and advise the Board 
− Respond to correspondence as directed in teleconference 
− Send confirmed minutes to Chairperson for signing and upload to Board Members 

Website once signed. Forward the original to the Secretary once uploaded to the website 
 

Membership 

− Maintain ACCYPN Membership Database 
− Maintain Web Information Centre for Board and Chapters 

 

General Administration 

General Correspondence 
− Respond to emails and correspondence as requested by the Chairperson or Secretary 
− Liaise with Board Members as Required 
 
Email 
− Forward website emails to the appropriate Board Members 
 
Mail 
− Empty the mail box (Mail forwarded to Cred8it PO Box) 
− Perusal of the mail and forwarding to the relevant Board Member (Scanned and emailed) 
 
Document Register 
− Management of the document register 
 
ACCYPN Registered Office 
− Cre8it events will be the registered office for the ACCYPN 
 
Journal 
− Liaison with the Journal Editor as required 
 
Website 
− Maintenance content update, Events Calander 
− Maintenance of Members website and username and passwords 
− Board Members contact update in HTLM and transfer documents by ftp (file transfer 

protocol). 
 
Newsletter and National Correspondence 
− Newsletter – design, proof reading and distribution as required 
 
Financial (As directed) 
− Reconcile membership payments with bank account 
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− Banking cheque/credit cards 
− Monthly reporting 

 

Bookkeeper 
The current bookkeeper is Cre8it Events who engages Harvest Int to prepare the quarterly BAS 
statement 

The BAS is to be submitted quarterly. This is done electronically by the Company Secretary. 


	Guidelines for New Directors
	Introduction
	General Responsibilities of Board Directors
	Positions required by Law
	Company Secretary/Treasurer
	Legal Requirements of a Company Secretary
	Responsibilities of the Secretary from the Board perspective

	Chairperson

	Positions determined by the Board (Responsibilities)
	Membership Secretary
	Newsletter Coordinator

	Meetings of the Board
	Access to meeting papers
	Contracted Services - Secretariat
	Bookkeeper


