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VICTORIAN ASSOCIATION OF STATE

SECONDARY PRINCIPALS INCORPORATED

RULES

1.
NAME


The name of the Association is Victorian Association of State Secondary Principals Incorporated.

2.
INTERPRETATION

2.1
"Secondary" means in these rules, unless inconsistent with the context or subject matter, Government educational institutions with secondary enrolments.  The Committee shall define from time to time which schools/educational institutions with secondary enrolments are appropriate for the purposes required in these Rules.

2.2
"The Act" means the Associations Incorporation Act 1981.

2.3
In these Rules, a reference to the Executive Officer of the Association is a reference -

(a)       
where a person holds office under these Rules as Executive Officer of the Association - to that person; and


(b)
in any other case, to the Public Officer of the Association.

2.4
Words or expressions contained in these Rules shall be interpreted in accordance with the Interpretation of Legislation Act 1984 and the Act as in force from time to time.

2.5
"Principal" means the person holding a substantive or acting Principal Class position of any institution designated in relation to the definition of "Secondary".

3.
MEMBERSHIP

3.1
On payment of subscription, by lump sum or fortnightly instalments, as determined by each Annual General Meeting

General Membership

3.2
General Membership shall be open to Principal Class members of the Victorian Teaching Service who hold substantive Secondary Principal Class positions and to those persons who have been displaced from, or who are placed away from such a substantive position, and to those persons appointed to District Liaison Principal positions and Liaison Principal positions and to Regional Principal Consultants provided that these applicants held, in the opinion of the VASSP Committee, substantive P.C.O. positions of acceptable duration and currency. An application for membership may be refused by committee on the grounds of the above conditions.

3.3
Without limiting any rights under clause 3.2 but subject to clause 3.13, a General Member shall be entitled to:

(a)
attend, speak, and vote at General and Group meetings of the Association;

(b)
hold office in the Association;

(c)
receive copies of appropriate Association publications;

(d)
obtain such legal advice and assistance as the Association shall approve in matters 
arising through his/her employment as a principal;

(e)
such other benefits and privileges as the Association or Committee may approve from time to time.

3.4
An applicant refused membership by the Committee under clause 3.2  shall have the right of appeal to the next Annual General Meeting, or to a Special General Meeting called for the purpose of hearing the appeal.

Associate Membership

3.5 VASSP will offer an Associate Membership category with eligibility as follows:

(a) Members of the Victorian Teaching Service who hold acting secondary principal class positions.

(b) Members of the Victorian Teaching Service who have received pre-accreditation for principal class positions. (Sunset clause: until this becomes available, teachers who have undertaken significant training or preparatory steps towards principalship may take make application, supported by ant two (2) full members of VASSP.)

(c) Substantive Leading Teachers with a minimum of three (3) years experience may make application supported by two (2) full members of VASSP.

3.6
Associate members will have full voting rights (except for a dissolution motion) plus access to VASSP subcommittee and leadership positions. However, they will not be eligible for VASSP Committee or Regional executive positions.


Joint Membership Provision – Australian  Principals Federation [ A.P.F. ]

3.7
During the currency of any agreement with the Australian Principals Federation 
[A.P.F.] which 
provides for joint or combined membership of the association with the A.P.F., applicants for General and Associate 3.5 (a) membership of the association may apply to join both the association and the A.P.F. by signing one application for membership in a form which has been agreed by the association and the A.P.F. for this purpose and by payment to the association of the membership subscription in accordance with these rules, provided that the association pays to the A.P.F. an agreed sum representing the amount of subscription ordinarily payable to the A.P.F. for such applicants’ membership of the A.P.F.

Reciprocal Membership Provision- Victorian Primary Principals Association [ VPPA ]

3.8. 
Principal Class Officers in P-12 or Special Development School settings who have paid Membership fees to either the VASSP or VPPA will automatically become eligible for reciprocal membership of the VASSP or VPPA.
3.9 
Reciprocal membership will confer access to the full range of information, routine services and support provided by the VASSP or VPPA.

3.10 
Reciprocal membership entitles the member to attend the Annual General Meetings and Special General Meetings of both organisations but to voting rights in only the Association of origin.
Honorary Membership

3.11
Honorary Membership shall be open to retired members who shall be entitled to the rights and privileges of General Members, with the exception of office and voting rights.

3.12
The Association may confer Honorary Membership on any member of an equivalent Principals' organisations from interstate or overseas who is visiting the state, or working in a school in Victoria, for a period in excess of eight weeks.

3.13
The Committee shall be empowered to grant such membership at its discretion.

3.14
Honorary Members may attend and take part in, but not vote at, Association meetings.

3.15
Honorary Members are not subject to payment of membership fees, but shall pay the appropriate charges for conferences and other Association programs.

Life Membership

3.16
The Association may confer Life Membership on not more than five General Members, or former General Members of the founding Associations, at any one time.

3.17 
A member or former member may be nominated for Life Membership of the Association by:

(a)
a formal motion from a properly constituted Regional Group of the Association where at least two thirds of the eligible membership is present,

(b)       a formal motion from the Committee of the Association,

(c)       a request in writing signed by at least 50 current members, or

(d)       a formal motion of the Executive.

3.18
The power to grant Life Membership shall reside with the Committee which shall:

(a)         ensure that the nomination process has been complied with,

(b)        ensure that the criteria for the nomination have been adequate,

(c)
allow at least one month from the date of the Committee Meeting at which the nomination is received before making a decision to bestow Life Membership.

Approval shall require a simple majority of Committee members present and voting at a properly scheduled meeting of the Committee.

            3.19
A Life Member shall have the rights of a member under clause 3.3

3.20
A Life Member shall be required to pay the annual membership fee until his or her retirement from the Directorate of School Education.

3.21       Life Members of the VASSP shall be Life Members of the Association.

4.
REGISTER OF MEMBERSHIP
4.1      The  Executive Officer of the Association shall maintain a register of General, Associate    

            and Life Members and, in consultation with the Treasurer prior to any General or Special   

            Meeting of the Association, shall advise the President of the names of those members who 

            are financial under clause 20.3 of these Rules.

4.2
Only those members designated as financial members under clause 4.1 shall be entitled to be nominated for any office in the Association, or to vote at meetings of the Association and at any election of Office Bearers.

4.3
The Committee may grant leave of absence to any member who shall remain on the register of members under clause 4.1. The Committee may excuse the payment of the annual membership fee  (in whole or in part) at its discretion, where such absence exceeds twelve months and one day. 
4.4
The Register shall be available for inspection and copying by Members upon request.

5.
TERMINATION OF MEMBERSHIP
5.1
A General or Associate Member shall immediately cease to be a member of the Association in the event of their:

(a)
Ceasing to be a member of the Victorian Teaching Service;

(b)
Resignation in writing to the Executive Officer;

(c)
No longer holding an acting position as a Principal of an appropriate Government School;

(d)
Being in arrears of the annual membership fee under clause 20.3 on June 30th, providing the member has been advised in writing of his/her status by the Committee through the Secretary or Treasurer, and providing that any such member may renew his/her membership at any time by payment of all membership fees outstanding.

(e)
Membership being terminated for unprofessional conduct, or for conduct prejudicial to the welfare of the Association and/or its members.

5.2
The following procedures apply for termination of membership under this clause 5.1 (e):

(a)
termination of membership for unprofessional conduct can proceed only by notice of motion submitted in writing to the  Executive Officer of the Association by the General Members, or by a two-thirds majority of those present and voting at a Committee Meeting of the Association;

(b)
twenty-eight days clear notice of such intention to terminate membership must be given to all members, in writing, by the  Executive Officer of the Association;

(c)
such termination must be approved by a two-thirds majority of those present and voting at an Annual or Special Meeting of the Association;

(d)
every opportunity shall be given to any member, at a meeting called to discuss termination of his/her membership, to show cause why he/she should retain membership.

6.
ANNUAL GENERAL MEETING
6.1
An Annual General Meeting of members shall be held each year during the period lst August - 30th November which shall be designated the Annual General Meeting.  The precise time and place of this meeting shall be determined by the Committee.

6.2
At least eight weeks notice in writing shall be given to each member of the Association of the time and place of the Annual General Meeting.  Publication in the Association's Bulletin shall satisfy the requirements of due written notice to each member.

6.3 One hundred members of the Association shall form a quorum for an Annual General Meeting.

6.4
The government of the Association shall lie in the hands of the Annual General Meeting.  Business of this meeting shall either be referred by the Committee or arise from the floor of the meeting.

7.
ORDINARY GENERAL MEETINGS
7.1
The Committee will decide on the holding of no less than two Ordinary General Meetings in any one calendar year.

7.2
At least ten (10) school days' notice in writing shall be given to each member of the Association of the time, place and purpose of any Ordinary General Meeting called.  Publication in the Association's Bulletin shall satisfy the requirements of due notice to each member.

7.3
One hundred members of the Association shall form a quorum for an Ordinary General Meeting.

8.
SPECIAL GENERAL MEETINGS
8.1
A Special General Meeting of members of the Association shall be called by the Committee or 
Executive of the Association if a two-thirds majority of members of the Committee or Executive present at a Committee or Executive Meeting so determines.  The Committee or Executive may call a Special General Meeting to discuss issues deemed by the Committee or Executive to be of major importance.

8.2
A Special General Meeting of the members of the Association shall also be called by the 
Committee of the Association upon the request, in writing, of any fifty financial members of the 
Association, such meeting to be held as soon as practicable within six weeks of the receipt of the request, excluding school vacations.

8.3
At least ten (10) school days' notice in writing shall be given to each member of the Association of the time, place and purpose of any Special General Meeting called.  Publication in the Association's Bulletin shall satisfy the requirements of due notice to each member.

8.4
No business other than that specified in the notice of a Special General Meeting shall be 
transacted at such a meeting.

8.5
One hundred members of the Association shall form a quorum for a Special General Meeting.

9.
CONFERENCES

9.1
Group conferences of members organised on a regional basis may be convened at such places 
and times as deemed expedient by the members of Groups.  Resolutions of a non-domestic nature passed at Group conferences shall be submitted to the Committee for consideration.

9.2
The Committee shall be empowered to call conferences to assist in achieving the purposes of the Association.  One such conference shall be called the Professional Development Program of the Association and shall be held at a time and place approved by the Committee.

9.3 Conferences called under this clause shall not be regarded as the Annual General Meeting,     
or Ordinary or Special General Meetings, of the Association.

10.
MEETING PROCEDURES
10.1
All meetings of the Association shall be conducted according to the standing orders of these Rules which shall be those as contained in (Appendix B) which form part of these Rules.

10.2
The President of the Association pro tem, or his/her nominee, shall chair all General Meetings.

10.3
Subject to Rule 11 and clause 12.1 of these Rules, voting on resolutions at the Annual General Meeting or Special General Meetings shall be decided on a simple majority of those present and voting at such meetings.

10.4
The Chairperson of all meetings of the Association shall have a deliberative, and a casting vote at such meetings.

10.5
Each member is entitled to appoint another member as a proxy by notice given to the Executive Officer no later than 24 hours before the time of the meeting in respect of which the proxy is appointed.

10.6
The notice appointing the proxy shall be in the form set out in Appendix C.

1 1. 
ALTERATIONS OF RULES & STATEMENT OF PURPOSES

These Rules and the Statement of Purposes of the Association shall


not be altered except in accordance with the Act.

12. 
DISSOLUTION OF THE ASSOCIATION
12.1
A motion proposing to dissolve the affairs of the Association shall be carried and declared only if:

(a)
a four-fifths majority of those present and voting at a Special Meeting called for the purpose so agrees; 
and

(b)
those voting in favour of such a motion comprise at least 30% of the financial members of the Association at the time of the meeting.

12.2 That in the event of the winding up or the cancellation of the incorporation of the Association, the assets of the Association shall be disposed of in accordance with the provision of the Act  and in accordance with a Special Resolution  which shall determine that the distribution of assets which remain after such dissolution and the satisfaction of all debts and liabilities, shall be paid and applied by the committee to any fund, institution or authority which in itself, is a non-profit organisation.

12.3
Nothing in these Rules shall prevent the Association amalgamating with any one or more 
Incorporated Associations in accordance with the requirements of the Act.

13.
THE COMMITTEE
13.1
Management of the affairs of the Association between Annual General Meetings  shall be 
delegated to the Committee.

13.2
The Committee shall deal with all business matters arising within the Association, other than matters referred to Annual or Ordinary or Special General Meetings (clauses 6.4, 8.1, 8.2), and matters which are peculiar to particular Groups (clause 14.5).

13.3
If doubt arises as to whether a matter should be considered at Committee or Group level, 
resolution of the doubt shall be made by the Committee.

13.4
The Committee, through its Office Bearers, shall be the only official voice of the Association in 
stating policy.

13.5
Committee shall comprise the following:

President;

Deputy President
2 Vice Presidents (1 Principal, 1 Assistant Principal)



Treasurer;

18 Group Representatives;

6 General Representatives (of whom at least 50% must be women members.)

13.6
In each year of the President’s term a Deputy President, two Vice Presidents, Treasurer and six General Representatives shall be elected at each Annual General Meeting.
13.7 The Deputy President, elected at the AGM in the third year of the President’s term of 

office, shall be affirmed as the next President at the conclusion of the incumbent’s term and be known as the “President elect” during this fourth year of the President’s term of office.

13.8 From 2005, the term of the Office of President shall be aligned with fixed State Government elections and therefore, shall not exceed four consecutive years. The Committee, through its Executive, will be responsible for undertaking an annual review of the performance of the President. This review will take place at the midpoint of his/her term of office and will result in recommendations regarding the affirmation of the work of the incumbent, improvements required in performance of the incumbent or the replacement of the President by the Deputy President for the remainder of the President’s term as Acting President.

 13.9 
Should the term of office of the President be interrupted through resignation, retirement  or otherwise, the Deputy President will become the Acting President until elections are held at the next Annual General Meeting.
14.  
GROUPS
14.1
Groups shall correspond to the designated Directorate of School Education Regions while they exist.

14.2
The members of each VASSP Group as determined by the Committee shall elect two Group 
Representatives [one Principal, one Assistant Principal], and the Group shall notify the Association’s Executive Officer of its nominated representatives for  the ensuing calendar year.

14.3
An individual member shall have the right to request Committee approval to attend, regularly, meetings of a Group other than the one allocated for that calendar year.  A member granted such approval shall be regarded as a member of that Group for the ensuing twelve months only.

14.4
In keeping with clause 13.2, matters arising which are peculiar to a particular Group should be dealt with by the Group; but, if a majority of Group members present and voting so decides, these may be referred to the Committee for attention.

14.5
In conveying decisions made by Groups to Directorate of School Education bodies or other organisations on matters peculiar to particular Groups, Group Secretaries must indicate that this response of the Group is either in keeping with Association policy or, if the matter is not covered by a policy decision of the Association, the decision is that of the particular Group, and not necessarily in keeping with the view of the Association as a whole.

14.6
Should the Directorate of School Education regions cease to exist the Committee shall determine an alternative form of Group Organisation

14.7
To maximise the effectiveness of the organisation the membership of the Committee should reasonably reflect the membership of the organisation as a whole; in particular the issues  of gender, country/metropolitan and Principal / Assistant Principal balance.  To this end the Committee shall review the composition of the Committee and Executive on an annual basis before  the 30 th. June each year.

15. 
COMMITTEE ELECTIONS
15.1
Except for the position of President who shall hold office for the four calendar years following the Annual General Meeting, Committee members hold office for the calendar year, following the Annual General Meeting, at which they were elected.  Nominations for all vacant positions of the Committee (other than Group representatives) must be in the hands of the Returning Officer four weeks before the Annual General Meeting.  Nominations must be signed by the candidate, nominator and seconder, all of whom must be financial members of the Association at the time of nomination.

15.2 For the election of Committee Office Bearers and General Representatives, members will 

vote electronically. The voting period will end two days prior to the Annual General Meeting.

15.3
To be counted for the election, votes must be in the hands of the Returning Officer no later than 4.30. p.m. two working days preceding the Annual General Meeting.

15.4
The conduct of the ballot(s) to elect Office Bearers and General Members shall be in accordance with the rules set out in Appendix A of these Rules.

15.5
If the position of a General Representative on Committee becomes vacant during the year between Annual Meetings of the Association, the vacancy shall be filled for the appropriate period by a financial member nominated by the Committee.

15.6
In the case of an Office Bearer's position other than the position of President, the member will be nominated by the Committee from the Committee.

15.7      If a Group Representative's position on Committee becomes vacant during the year, that 

          member's Group shall have the right to nominate another financial member to be its 

          representative on the Committee for the appropriate period.

15.8      For the purposes of these Rules, the office of an officer of the Association or of an ordinary

              member of the Committee becomes vacant if the officer or member -

          (a)
ceases to be a member of the Association;

(b) becomes an insolvent under administration within the meaning of the     

               Corporations  Law; or

       (c)
resigns from office by notice in writing given to the Executive Officer.

16. 
COMMITTEE PROCEDURE
16.1
The Committee shall meet at least eight times per year.

16.2
Sixty percent of the current membership of Committee shall constitute a quorum.          

16.3
Upon request in writing signed by ten members of the Committee, the President shall call a Special Meeting of the Committee, such meeting to be held within fourteen days of the request 
being received.  The request shall state the reason(s) for the meeting, and business shall be restricted to those items listed.

16.4
The Executive shall be entitled to call additional Committee Meetings at its discretion.

16.5
The President, or a nominee of the President, shall chair all Committee Meetings of the 
Association.

17. 
COMMITTEE EXECUTIVE
17.1
The Committee shall have the power to appoint an Executive which shall act for the Committee between Committee Meetings, and shall be responsible to the Committee.  The Executive shall consist of the Office Bearers, together with three members of the Committee who are not Office Bearers and who are elected by the Committee and the Executive Officer who shall be a non - voting member.


18.
COMMITTEE SUB-COMMITTEES
18.1
The Committee shall have power to appoint such Sub-Committees and Working Parties as it deems necessary to assist its operations, and to designate Committee members on these.  The committee shall encourage and invite Association members to join Sub-Committees and Working Parties.  Each Sub-Committee and Working Party shall:

(a)
forward a list of proposed membership for approval to the Committee;

(b)       nominate its own convenor or chairperson;

(c)       provide regular written reports for Committee.

18.2
Members of the Association may be co-opted to such Sub-Committees in an advisory capacity, and shall have the right to speak and vote at such Sub-Committee Meetings.

18.3
The President shall be, ex-officio, a member of all Sub-Committees.

19.
COMMITTEE DISSOLUTION
If a motion to wind up the affairs of the Association under clause 12.1 is carried, Committee Members shall retain office for a period not exceeding twelve weeks from the date of the meeting called for that purpose.

20.
FINANCIAL YEAR; MEMBERSHIP FEES
20.1
The financial year of the Association shall be from July 1 to 30th June of the following year.

20.2
The annual  membership fee  shall be determined at each Annual General Meeting.

20.3
A General Member becomes a financial member if he/she pays the fee as prescribed under 
Rule 3. The above shall be pro rata in the case of a person appointed as a Principal during the year.

20.4
A Special General Meeting may empower the Committee to impose, in addition to the general 
membership fee, a compulsory levy on members should extra- ordinary circumstances arise which impose a substantial drain on the financial resources of the Association.

20.5
Associate Members designated under Rule 3 shall pay a pro rata membership fee, such amount 
to be determined by the Committee.

21.
BANK ACCOUNTS
21.1
The Treasurer through the Executive Officer, shall open such bank accounts as the Committee shall approve from time to time.  Cheques shall be signed by the President and/or the Treasurer and/or a nominated Executive member.

21.2
The President, Treasurer and Executive Officer shall be the authorised officers to sign any official documents for, or on behalf of, the Association; any two of such signatories shall be deemed sufficient for this purpose.

21.3
The Committee shall have the power to appoint additional authorised officers should the need arise.

22.
ASSOCIATION FUNDS; AUDIT OF ACCOUNTS
22.1
All payments from the Association funds shall be approved by the Committee of the 
Association or its Executive, and the Treasurer shall be required to report such payments 
at every Committee meeting.

22.2
The Annual General Meeting shall approve the appointment of an Auditor.

22.3
The Treasurer shall present to the Committee audited statements of all Association accounts for the previous financial year at the earliest practical opportunity.  Such audited statements shall also be presented to members at the Annual General Meeting.

22.4
The books of account of the Association shall be available for inspection by any member(s) of the Association by mutual arrangement between the Treasurer and the member(s).

23.
RAISING OF FUNDS
It shall be competent for the Association and/or Committee to raise funds by loans, mortgages, and donations, and to spend the funds so raised for the purpose of carrying out all or any of the aims and objectives of the Association.

24.
REMUNERATION OR HONORARIUM
Nothing in these Rules shall prevent the Committee from making a payment as reimbursement, granting an honorarium, to any officer(s) or servant(s) of the Association, or any person(s), in return for services rendered, or expenses incurred on behalf of the Association.

25.
CASH ADVANCE TO GROUPS
A Group is entitled to a cash advance from the Treasurer to meet its operating costs. The Committee shall approve the amount of such advance, the spending of which shall be accounted for by an officer of the Group to the members of that Group, and to the Treasurer of the Association.

26.  
SEAL
26.1
The Common Seal of the Association shall be kept in the custody of the Executive Officer.

26.2
The Common Seal shall not be affixed to any instrument except by the authority of the 
Committee and the affixing of the Common Seal shall be attested by the signature either of two 
Members of the Committee or of one Member of the Committee and of the Public Officer of the Association.

27. 
CUSTODY OF RECORDS
27.1
Except as otherwise provided in these Rules, the Executive Officer shall keep in his or her custody or under his or her control all books documents and securities of the Association.

27.2 All accounts, books, documents and securities of the Association shall be available for 
inspection and copying by any Member of the Association upon request.

28.
GRIEVANCE PROCEDURE

28.1 The grievance procedure set out in this rule applies to disputes under these Rules between-

(a) a member and another member; or

(b) a member and the Association.

28.2 The parties to the dispute must 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.

28.3 If the parties are unable to resolve the dispute at the meeting, or if a party fails to attend that meeting, then the parties must, within 10 days, hold a meeting in the presence of a mediator.

28.4 The mediator must be – 

(a) a person chosen by agreement between the parties; or

(b) in the absence of agreement- in the case of a dispute between a member and another member, a person appointed by the committee of the Association; or

(c)  in the case of a dispute between a member and the Association , a person who

       is a mediator appointed or employed by the Dispute Settlement Centre of

       Victoria (Department of Justice.)

28.5 A member of the Association can be a mediator.

28.6 The mediator cannot be a member who is a party to the dispute.

28.7 The parties to the dispute must, in good faith, attempt to settle the dispute by mediation.

28.8 The mediator, in conducting the mediation, must- 

(a) give the parties to the mediation process every opportunity to be heard; and

(b) allow due consideration by all parties of any written statement submitted by any party; and

(c) ensure that natural justice is accorded to the parties to the dispute throughout the mediation process.

28.9 The mediator must not determine the dispute.

28.10 If the mediation process does not result in the dispute being resolved, the parties may seek to resolve the dispute in accordance with the Act or otherwise at law.

(((((



APPENDIX A.

ELECTION AND VOTING PROCEDURES

1 .
Members  eligible will be invited to vote for Office Bearer positions and General Representative positions as allowed for in the Rules, should there be two or more nominations for any position.

2.
Each nominated member will be given the opportunity to include a statement of not more than 300 words which shall be distributed to members with Ballot instructions and voting slip.

3.
Members vote electronically for the election of Office Bearers and General

Representatives provided the forwarding and receipt of votes is carried out according to clause 15.3 of the Rules.

4.
A Returning Officer and a Deputy Returning Officer shall be appointed by the Committee not later than twelve weeks before the Annual General Meeting.  These officers shall act until the conclusion of the Annual General Meeting and shall carry out the tasks required of them, in accordance with the Rules.

The Returning Officer and the Deputy Returning Officer shall be elected from general members of the Association who are not standing for election for any of the positions referred to in clause 13.5 of the Rules.

5.
The duties of the Returning Officer shall include the following:

5.1
To receive nominations for positions to be filled by election.

5.2
To arrange for the production of ballot slips showing the names of candidates in order of drawing by lot, such drawing by the Returning Officer to take place in the presence of two members of the Association.

5.3
To ensure that instructions on how to vote are included on each ballot slip.



Voting shall be by the Optional Preferential system.

5.4
To arrange for the delivery of ballot slips electronically to each eligible voter in time for members to comply with clause 15.3 Statements referred to in clause 2 of this appendix shall be included with the ballot slip.
5.5   
To prepare a list of eligible voters and record the names of those whose electronic

vote has been received by 4.30pm two working days prior to the AGM

5.6
To provide for votes to be placed in a sealed box marked for the purpose, in a manner

which prevents disclosure of the vote to any person other than the Administrator. 

5.7   To record all votes properly made for each election.  In the case of Office Bearer     

positions, the candidate receiving most votes is elected.  Where equal votes are  received by two or more candidates, the Returning Officer, in the presence of the  Deputy Returning Officer, shall determine by lot who shall be elected.  In the case of 
General Members, the six candidates receiving most votes shall be elected provided that at least three women candidates are elected.  Where equal votes are received by two or more candidates for the last remaining position(s), the Returning Officer, in the presence of the Deputy  Returning  Officer, shall decide the successful candidates by lot.

5.8
To provide the Chairperson of the Annual General Meeting with a signed declaration
   of the result of the elections, so that the Chairperson shall notify those present of the result.

5.9
Place used ballot slips in a sealed envelope and destroy same no sooner than

         
fourteen days after  the AGM.


5.10     To hold any other elections or ballots as the Association may request the Returning 

             Officer to hold.  The procedures to be used shall be decided by the Executive.

(((
APPENDIX B.

STANDING ORDERS
The Standing Orders set out hereunder are based upon the rulings of P.E. Joske "The Law and Procedures at Meetings in Australia and New Zealand" (6th edition - The Law Book Company Limited) subject to the special rules of the Victorian Association of State Secondary Principals Incorporated.  Any points of order arising, which are not addressed in the following Standing Orders, shall be determined by reference to the authority quoted.

MEETING ARRANGEMENTS

1 .
The order of business for all meetings of the Victorian Association of State Secondary Principals Incorporated shall be as approved by the Chairperson, and laid down in the Agenda, for the meeting. The operation of this Standing Order may be suspended for a specified time for a specified purpose upon the carrying of a motion without notice by a two-thirds majority.

2.
The only permissible discussion on the motion for the confirmation of the minutes shall be as to the accuracy of the record.  Objections on this score must be moved, seconded and voted upon.

3.
Motions of which notice has been given shall be dealt with in the order in which they are received by the 
Executive Officer.  All notices of motion must be in writing.

RIGHT TO SPEAK
4.
Any person desirous of moving a motion, of taking part in any discussion, of requesting information, or 
of asking a question, shall address the Chairperson.  If two or more persons rise to speak at the same time, the Chairperson shall decide who shall have the right to speak.

5.
The Chairperson shall have the right of debating on any question under discussion, but must first leave the chair and not resume it until the question has been resolved.

6.
A member shall have the right to speak once only on any motion  with the exception of the mover, 
who shall have the right of reply, when however he or she shall not introduce any new matter.

7.
A member moving a resolution, or any amendment thereto, proforma, shall be held to have spoken to the question.

8.
It shall be the duty of the Chairperson to preserve order so that the business may be conducted in due form and with propriety.

9.
In the case of disorder arising, the Chairperson shall have the power to adjourn the meeting to a time he or she shall fix and his or her leaving the chair terminates the business.

10.
It shall be the duty of the Chairperson to call to order a speaker who violates any rule of debate and the 
privilege of any member to raise a point of order.

11.
Any member may rise to a point of order against a speaker during debate and the speaker against whom the point is raised shall cease speaking and sit down.  The member raising the point of order shall state his or her reason within one minute, then the Chairperson, without further discussion, shall give his or her ruling and, subject to such ruling, the speaker shall be allowed to proceed.  The Chairperson's ruling shall be final unless challenged by a motion of dissent.

12.
A member dissatisfied with the Chairperson's ruling may move a motion of dissent in the following terms: "That the Chairperson's ruling be dissented from".  The Chairperson shall then vacate the chair 
and call upon a deputy to take the chair.  When the mover and the Chairperson (in that order) shall have stated their cases, the acting Chairperson shall put to the vote the question "That the Chairperson's ruling 
be upheld".

13.
The Chairperson may call the attention of a meeting to continued irrelevance or tedious repetition on the part of a member; and may, with the approval of the meeting, direct such member to discontinue his or her speech.  The question of whether a member shall discontinue his or her speech shall be decided 
without debate.

14.
When a member speaks, he or she shall address the chair and confine him or herself to the question under consideration, avoiding personalities and unbecoming language.

15.
Speeches may not exceed five minutes, except by express permission of the meeting.  In order to complete the Agenda, the Chairperson may, at his or her discretion, limit the total time spent in debate of a particular motion, or any amendment to it.

1 6.
Apart from a motion for the closure of debate, or one that the speaker be no longer heard, a speaker shall not be interrupted except by the Chairperson, or by a member raising a point of order, and then only for:

(a)
a breach of standing orders (vide clause 10);

(b)
irrelevance or repetitions (vide clause 13);

(c)
impropriety (vide clause 14);

(d)     exceeding the time limit (vide clause 15).

Explanations may be allowed when the member speaking has finished, but only to explain an actual 
misunderstanding or misstatement, and the member shall be prohibited from debating the merits of any proposal in the course of such explanation.

DEBATE PROCEDURE - SUBSTANTIVE MOTIONS
17.
Motions should be couched in precise and definite language, should comply with regulations as to notice, and apart from the formal procedural motion "that the question be not now put" (the previous question), must be affirmative in form.

18.      Before any motion is put to the meeting the Chairperson may require that it be committed to writing and handed to him or her.

19.
A motion may be put to a meeting without being seconded, although the Chairperson, at his or her discretion, may refuse to put a motion which has not been seconded.

20.
The seconder may speak after the mover in support of a motion, or may reserve his or her right to speak later.  If the seconder does neither, he or she foregoes his or her right to speak to the motion.

21.
After the mover and the seconder (if he or she so chooses) have spoken for a motion, the Chairperson shall invite a speaker against the motion and proceed to alternate between speakers for and 
against the motion.  Should the Chairperson find that there are no speakers willing to speak for or against, as alternation demands, he or she may, at his or her discretion, allow  successive speakers for or against.

22.
When supported by a majority of persons present, the Chairperson may terminate the debate at any stage after reasonable discussion has taken place.

23.
A right of reply is exercisable at the end of a debate by the mover of the motion unless one or more amendments are brought forward in which case the mover of the original motion must reply at the end of the debate on the first amendment.

24.
Motions and amendments can be withdrawn by the mover only if the seconder and the majority of those present consent.  The procedural motion of withdrawal is open to debate which, however, should be confined to the matter of withdrawal.  When a motion is withdrawn amendments cannot be put to the vote.  Accordingly, when an amendment is before a meeting, it must be disposed of and, until then, the 
motion cannot be withdrawn.  Where the original motion could have been moved without notice, the amendment may be moved as a substantive motion.

25.
Any substantive motion that is before the meeting shall be disposed of before a further 
substantive motion is moved.

26.
No member may speak to any question after it has been put by the Chairperson, or during a division.

AMENDMENTS
27.
An amendment must be relevant to the motion before the chair.  A motion may be amended at any time during the debate by deleting certain words; by adding certain words, or by deleting certain words and adding others.

28.
An individual may move or second only one amendment to each motion, but may speak to all other amendments.

29.
The mover or seconder of the motion shall not move or second an amendment to it, but is entitled to vote 
upon any amendment and to vote in favour of it.

30.
The mover of an amendment has no right of reply and there is no right of reply to an amended motion.

31.
The mover of the original motion shall exercise the right of reply at the end of the debate on the first amendment.

32.  
 Amendments shall be taken in the order in which they affect the terms of the motion, and shall be put before the motion is put.

33.
Only one amendment shall be accepted at a time; amendments of an amendment shall not be accepted.

34.
No amendment shall be allowed with regard to those parts of a motion which have already been 
determined.

35.
A speaker dissatisfied with both a motion and an amendment may call on the meeting to defeat (or to pass) the amendment and indicate to the Chairperson that he or she intends to move a further 
amendment when the present amendment before the chair is disposed of.  This action gives him or her the right to be called by the Chairperson as soon as the vote on the amendment has been taken.

REVERSAL PROCEDURES

36.
Subject to the provisions of Rule 11 of the Rules regarding amendments to the Rules, a question which 
has been previously decided, but not put into effect, may be rescinded, providing the following procedure is followed: Notice of a rescission motion may be given at a subsequent meeting, and the rescission motion discussed and passed at a meeting held not less than one month after the meeting at which notice of motion was given.

37.
Subject to the provisions of Rule 11 of the Rules regarding amendments to the Rules, a motion which 
has been lost may be reconsidered at a subsequent meeting, providing the following procedure is followed: Notice of the revived motion must be given at a subsequent meeting, and the revived motion discussed at a meeting held not less than one month after the meeting at which notice of motion was given.

DEBATE PROCEDURE - PROCEDURAL MOTIONS
38.
The following formal procedural motions may be moved, received and put to the meeting in accord with the provisions outlined in the table below.

1 .     Formal Procedural Motions


(i) 
 "That the question be now put” (Closure)


(ii)
 "That the question be not now put" (Previous Question]


(iii)
"That the meeting proceed to the next business”


(iv)
"That the matter be referred to a committee”


(v)
"That the debate be adjourned”


(vi)
"That the meeting do now adjourn”


(vii)
"That  the question lie on the table"

2.
Time Limit Procedural Motions.

3.
Other Procedural Motions varying in any way the normal procedures of a meeting.

39.
The following procedural motions shall have precedence in the order given:


(i)
permission to withdraw a motion or amendment;


(ii)
that the question be now put;


(iii)
that the meeting proceed to the next business.

VOTING

40.
Voting on any question shall be decided by counting the persons present who are entitled to vote and who choose to vote by holding up their hands.  A motion shall be declared lost by the Chair if it is not supported by a majority of members voting, or, in the case of matters requiring a prescribed majority, that prescribed majority has not been reached.  Unless a division is called for, the Chairperson's declaration shall be final.

41.
Upon the request of not less than ten members, a division shall be taken upon any question.  Upon a division being taken the Chairperson shall take a vote by show of hands, appointing tellers to count the votes for and against the question.  At the conclusion of the division the Chair shall declare whether or not a motion has gained the necessary support and this declaration shall be final.

42.
The Chair shall have both a deliberative and a casting vote, the latter being exercisable in the event of an equality of votes.  The Chairperson may choose not to exercise his or her casting vote, in which case the motion before the chair shall be deemed to be lost.

((((
APPENDIX C.

FORM OF APPOINTMENT OF PROXY
1,                                                            of                                                                            
being a member of

hereby appoint

of

being a member of that Incorporated Association, as my proxy to vote for me on my behalf at the general meeting of the Association (annual general meeting or special general meeting, as the case may be) to be held on the                      day of                     200  and at any adjournment of that meeting.

My proxy is authorised to vote in favour of/against (delete as appropriate)

the resolution.

(insert details)

Signed

The           day of                             200
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