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ACNC Australian Charities and Not-for profit Commission

BBWA Boys’ Brigade Western Australia

Board The Girls’ Brigade Western Australia Inc Board

Committee Any ad-hoc or standing committee of The Girls’ Brigade 
Western Australia Inc

GB Worldwide Girls’ Brigade International organisation

GBA Girls’ Brigade Australia

GBA SMO Girls’ Brigade Australia Safety Management Online 
procedures

GBWA Girls’ Brigade Western Australia

MOU Memorandum of Understanding

NAC GBA National Advisory Committee

P2P Permission to Proceed under GBA SMO

WWCC Working With Children Check

Abbreviations used in this document
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Policy Number A.1

Policy Name Affiliation with GB Worldwide and GBA

Version 002

Approved by the GBWA AGM on November 2023
Scheduled review date November 2025

1. Policy

1.1. GBWA values its membership of GB Worldwide, our international organisation and will   
 continue to be affiliated as a State body of GBA so as to maintain that international   
 affiliation.
1.2. GBWA will adopt the GB Worldwide Crest, Vision statement, principals, motto and aim.
1.3. GBWA will adopt the GBA mission and values, wear its uniform and follow its program.
1.4. GBWA will adopt the Policies and Procedures as stated by GBA unless they are in    
 conflict with State legislation.
1.5. GBWA will work with GBA to remain relational, relevant and responsive.

2. People

2.1. The State Commissioner and State Representative to NAC (2nd Rep) are responsible to
2.1.1. Notify the Board of changes to the policies of GB Worldwide and GBA and how these   
 changes could affect the affiliation of GBA with GB Worldwide and our affiliation as a   
 State body.
2.2. All Board members are responsible to 
2.2.1. Promote the vision and work of GB Worldwide, GB Pacific Fellowship and GBA.
2.3. The Board Member – Governance is responsible to
2.3.1.  ensure that all Policies and Procedures are in line with those of GBA.
2.4. Leaders in GBWA will;
2.4.1.  automatically be Leaders of GBA and as such will follow their Constitution, Policies and   
 Procedures.
2.4.2. Promote the vision and work of GB Worldwide, GB Pacific Fellowship and GBA.
2.4.3. Follow the Policies of GBA.

3. Procedure

3.1. State Commissioner and the NAC (2nd) Rep will attend NAC meetings and speak on   
 behalf of GBWA.
3.2. State Commissioner will notify GBA of any of their policies and procedures that do not   
 comply with WA State legislation, and discuss alternative wording.
3.3. Leaders will be encouraged to support GB Worldwide, Pacific Fellowship and GBA    
 Events.

4. Papers

4.1. GBA Constitution
4.2. GBA Policies and Procedures – National Advisory Council
4.3. GBA Policies and Procedures - Uniform

4th November 2023
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Policy Number A.2

Policy Name Partnership with Boys’ Brigade 
Western Australia

Version 002

Approved by the GBWA AGM on November 2023
Scheduled review date November 2025

1. Policy

1.1. GBWA values and supports the work of BBWA, so that working together we will help   
 boys and girls develop their faith in Jesus Christ.
1.2. GBWA values working as two separate organisations each providing programs and   
 activities for their members.
1.3. GBWA values the opportunities to hold combined events.
1.4. GBWA encourages their partner churches to have a BBWA company as well as their   
 GBWA company.

2. People

2.1. The State Commissioner will be responsible to
2.1.1. Maintain an open dialogue with the BBWA President.
2.1.2. Arrange joint meetings between the two organisations as per the MOU between GBWA   
 & BBWA
2.1.3. Advise BBWA if a partner church has expressed interest in starting a BBWA company
2.1.4. Discuss with proposed partner churches the work of BBWA.

2.2. Board members are responsible to 
2.2.1. Promote and support joint events
2.2.2. Promote the work of BBWA to partner churches.

3. Procedures

3.1. Meetings between the BBWA Executive and GBWA Board to be held as per the MOU   
 between GBWA & BBWA.
3.2. Joint events to be managed as per the MOU between GBWA & BBWA.

4. Papers

4.1. MOU between GBWA & BBWA

4th November 2023
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Policy Number A.3

Policy Name Child Safe Organisation

Version 000

Approved by the GBWA AGM on

Scheduled review date

The current policy and procedures accepted at the 2020 AGM is 
under review as part of a review of all aspects of our Child Safe 

Organisation.
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Policy Number A.4

Policy Name Privacy

Version 002

Approved by the GBWA AGM on November 2023
Scheduled review date November 2025

Your privacy is important. 

1. Policy

1.1. This policy outlines how GBWA uses and manages personal information provided to or   
 collected by it. 
1.2. GBWA is bound by the Privacy Act 1988 (Cth) 
1.3. GBWA is committed to protecting the privacy of personal information which the    
 organisation collects, holds and administers. Personal information is information which   
 directly or indirectly identifies a person. 
1.4. GBWA recognises the essential right of individuals to have their information    
 administered in ways which they would reasonably expect – protected on one hand, and 
 made  accessible to them on the other.  
1.5. GBWA is bound by laws which impose specific obligations when it comes to handling   
 information. The organisation has adopted the following principles contained as    
 minimum standards in relation to handling personal information.  GBWA will
1.5.1. Collect only information which the organisation requires for its primary function;
1.5.2. Ensure that stakeholders are informed as to why we collect the information and how we  
 administer the information gathered;
1.5.3. Use and disclose personal information only for our primary functions or a directly    
 related purpose, or for another purpose with the person’s consent;
1.5.4. Store personal information securely, protecting it from unauthorised access; and
1.5.5. Provide stakeholders with access to their own information, and the right to seek its   
 correction.

2. People

2.1. The Board is responsible for
2.1.1. Developing and reviewing this policy, making recommendations for changes to the   
 members at an AGM or Special meeting called for the purpose.
2.1.2. Ensuring the implementation of the GBA Privacy Policy

2.2. The State Commissioner is responsible to
2.2.1. act as the Privacy Officer.

2.3. The Operations Manager is responsible 
2.3.1. For the implementation of this policy,
2.3.2. for monitoring changes in Privacy legislation and in the GBA Privacy Policy and notifying  
 the Board.
2.3.3. to advise the Board on the need to review or revise this policy as and when the need   
 arises, in addition to the regular review of this policy by the Board.

2.4. Leadership members are responsible to 
2.4.1. Be aware of this policy
2.4.2. Follow the Policies and Procedures of their partner church’s Privacy policy, the GBA   
 Privacy Policy and this policy.
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3. Procedures

3.1. Collection - GBWA will: 
3.1.1. Only collect information that is necessary for the performance and primary function of   
 GBWA 
3.1.2. Only collect personal information directly from those who use its services unless it is   
 unreasonable or impracticable to do so. 
3.1.3. Notify individuals about why GBWA collects the information and how it is administered 
3.1.4. Notify individuals that this information is accessible to them upon request.

3.2. Use and Disclosure - GBWA will: 
3.2.1. Only use or disclose information for the primary purpose for which it was collected or a   
 directly related purpose with consent 
3.2.2. Obtain consent from the affected person for any other purpose 

3.3. Data Quality - GBA will: 
3.3.1. Take reasonable steps to ensure the information it collects is accurate, complete, up to   
 date, and relevant to the functions GBWA performs 

3.4. Data Security and Retention - GBWA will: 
3.4.1. Safeguard the information it collects and store it against misuse, loss, unauthorised   
 access and modification 
3.4.2. Liaise with GBA to ensure that personal information is held in either secured electronic   
 or hard copy form within Australia 

3.5. Openness - GBWA will:
3.5.1. Ensure individuals are aware of GBWA’s Privacy Policy and its purposes 
3.5.2. Make this policy freely available in relevant publications and on the organisation’s   
 website 

3.6. Access and Correction - GBWA will: 
3.6.1. Acknowledge an individual’s right to seek access to information held about them and to  
 correct it if it is inaccurate, incomplete, misleading or not up to date

3.7. Making information available to other organisations - GBWA can:
3.7.1. Only release personal information about a person with that person’s express    
 permission. For personal information to be released, the person concerned must sign a   
 release form
3.7.2. Only release information to third parties where the person concerns requests it 

3.8. Breach of privacy complaints – GBWA will
3.8.1. Respond if an individual believes their privacy has been breached or they are unhappy   
 with the manner in which their personal information has been handled by GBWA.     
 Individuals should contact the State Commissioner who is the GBWA Privacy Officer.

4. Papers

4.1. Privacy Act 1988 (Cth) 
4.2. GBA Privacy Policy

4th November 2023
 



Date of approval at GBWA AGM Signature of State Commissioner 
The Girls’ Brigade Western Australia

10

The Girls’ Brigade Western Australia Inc. - Policies and Procedures

Policy Number A.5

Policy Name Mission Trips

Version 002

Approved by the GBWA AGM on November 2023
Scheduled review date November 2025

1. Policy

1.1. In line with the GBA Policy (Policies and Procedures 2009), GBWA will not organise    
 Mission trips but encourages members wanting to be involved with mission trips to join   
 one arranged by organisations specialising in this style of ministry.
1.2. GBA has stated that they would consider arranging a short term mission trip at the   
 request of another Girls’ Brigade National Council or Fellowship and GBWA would    
 consider supporting this.
1.3. GBWA values the safety of all members and any mission trip arranged by GBA would   
 have to follow all GBA SMO policies and procedures, with a detailed risk management   
 plan provided to GBWA. 

2. People

2.1. Board is responsible to
2.1.1. Ensure all members are aware of this policy.
2.1.2. Ensure all GBA SMO policies and procedures are followed by GBA if supporting a mission 
 trip arranged by them.

3. Procedures

3.1. Any invitations from GBA for GBWA members to join a short term mission trip that has   
 been requested by another Girls’ Brigade National Council or Fellowship must come to   
 the Board first.  
3.2. The invitation must include the aim of the trip and expected outcomes
3.3. Information regarding any third parties involved must be included for the Board to   
 check credentials.
3.4. Detailed information including Permission to Proceed and other relevant GBA SMO   
 documents must also be included.
3.5. Once details and documents have been checked and accepted by the Board, the    
 invitation can be circulated to GBWA members.

4. Papers

4.1. GBA Policies and Procedures 2009

4th November 2023
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Policy Number A.6

Policy Name Communications

Version 002

Approved by the GBWA AGM on November 2023
Scheduled review date November 2025

1. Policy

1.1. GBWA is committed to modelling and practicing positive relationships and     
 communications that value, nurture and protect young people in a way that reflects the   
 Christian gospel.  
1.2. GBWA values relationships and connection with all who are a part of our community.   
 These include all members – girls and Leaders – families, churches, and all other    
 stakeholders with whom interaction occurs. 
1.3. GBWA is committed to positive and respectful communication between all members of   
 the GB community.

2. People 

2.1. The State Commissioner is responsible for communication
2.1.1 between GBWA and GBA Board
2.1.2 Forwarding GBA communication as appropriate, to members within WA including, Board 
 members, Regional Coordinators, Leaders, Partner Churches, Participants and Families.
2.1.3 Between BBWA and GBWA

2.2. The Board is responsible for communicating with: 
2.2.1 NAC Representatives
2.2.2 Forwarding all operational communication to Regional Coordinator's for their follow-up. 

2.3. The Operations Manager is responsible for communicating with: 
2.3.1 All Members 
2.3.2 Partner Churches
2.3.3 Participants and Families

2.4. All Members are responsible to 
2.4.1 Ensure that all communication meets the Code of Conduct  and GBA Values.
2.4.2 Ensure that all communication follows the requirements outlined in all GBA Policy and   
 Procedures, particularly the Dispute Resolution, Child Safety and Electronic    
 Communication & Social Media Policies  
2.4.3 Communicate using appropriate means to ensure clear reception and delivery of intent   
 and meaning of content 
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3. Procedure

3.1. Communication will be delivered by various means including but not limited to email,   
 electronic, phone, text, face to face and postage. 
3.2. The Girls’ Brigade Western Australia Board is responsible for the strategic direction and   
 decisions of the organisation.
3.3. Operational matters are to be communicated to the Regional Coordinators and Leaders   
 as appropriate.
3.4. Any formal communication with GBA,Gb Pacific Fellowship or GB International should be  
 through the State Commissioner in line with the GBA Communications Policy.
3.5. All email communication regarding GB matters should be sent through GBA email   
 addresses.
3.6 All bulk emails will be sent using BCC. All care must be taken to ensure that email    
 addresses are not shared and are used in accordance with the GBA Privacy Policy.
3.7 Emails from Leaders to girls must be sent on GBA email address cc to Company email   
 address and to parents.
3.8 Video Conferencing at all levels of GBWA must be through GBA emails and TEAMS.
3.9 When a formal communication is required; 
•  A formal letter to be sent via email or post.
•  An acknowledgement to be provided within 1 week of receiving the communication.
•  The Operations Manager will forward to the appropriate person
•  A formal response, outlining actions followed or to be taken including due dates, to be   

 sent within 3 weeks
•  An acknowledgment of the response being received to be provided within 1 week 

4. Papers

Girls’ Brigade Australia Code of Conduct
GBA Child Safety Policy and Guidelines/Procedures
GBA Communication Policies and Procedures
GBA Style Guide

Appendix A.6.a : General Contacts

Girls’ Brigade Western Australia Office
Postal: PO Box 109 Belmont 6984
Mobile: 0478641144

Group     Email Address  

GBWA State Commissioner  wasc@girlsbrigade.org.au
GBWA Board    wasc@girlsbrigade.org.au
GBWA Office    gbwa@girlsbrigade.org.au

4th November 2023
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Policy Number A.7
Policy Name Partnership with Friends of Brigade
Version 001
Approved by the GBWA AGM on November 2023
Scheduled review date November 2025

1.  Policy

1.1.  GBWA values the wisdom and experience of those that have been Leaders in GBWA.
1.2.  GBWA understands that when Leaders resign as members of GBWA they may want to
 maintain a connection with GBWA and support the organisation with prayer.
1.3.  GBWA will encourage these people to join GBWA Friends of Brigade.
1.4.  Friends of Brigade will aim to
•  Create a community from those who have previously served as Leaders in GBWA.
•  Support the current Leaders in prayer.
•  Provide opportunities for fellowship and also service to GBWA.

2.  People

2.1.  Friends of Brigade will
• uphold the Aim, Mission and values of GBA.
•  appoint one of their members to be the Coordinator who is responsible to the State
 Commissioner.

2.2.  Operations Manager will
•  notify all GBWA members who resign of details of Friends of Brigade and a contact point.
•  Invite members to State Events including the AGM.

3.  Procedure

3.1.  Members may apply to join Friends of Brigade once they have finished attending weekly   
 company meetings.
3.2.  A list of members will be held by the Coordinator.
3.3.  The Coordinator may collect information from members following the GBWA Privacy   
 Policy.
3.4.  Members will meet at least annually to discuss any business and appoint a Coordinator.
 Further meetings for fellowship and prayer will be held at the discretion of the    
 Coordinator.
3.5.  Members may be asked to pay a membership fee set by the members at their annual
 meeting.
3.6.  The State Commissioner and Operations Manager to be copied into all correspondence to
 members.
3.7.  The Coordinator will provide a report for the final Board of each year. This will be included
 in the GBWA Annual Report.

4.  Papers

4.1.  GBWA Privacy Policy
 

4th November 2023
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Policy Number A.8

Policy Name Leadership

Version 001

Approved by the GBWA AGM on November 2023
Scheduled review date November 2025

1 Policy

 1.1  GBWA will operate Leadership WA, in consultation with Leadership Queensland.
 1.2  GBWA will have a MOU with GB Queensland outlining the responsibilities of both   

 State bodies.
 1.3  Leadership WA will be open to girls and leaders registered with a GBA company.
 1.4  Leadership is a personal development course (Course) that has been conducted   

 by GB QLD annually since 1992. 

2 People

 2.1 The Board will
 2.1.1 appoint a Leadership Member (as per Constitution 3.2, 3.3 or 3.5) as the    

 Leadership WA Coordinator at the first Board meeting each year.  This is a    
 voluntary position.

 2.1.2 Ensure the Leadership WA Coordinator maintains connection with Leadership   
 Queensland.

 2.1.3 Approve any changes to the MOU with Leadership Queensland ensuring changes   
 to the program continues to meet the Leadership Vision Statement, GBA Vision   
 and the Board Strategic Plan.

 2.2 The Board Member – RMO is responsible for: 
 2.2.1 Checking P2P applications for all activities conducted by the Leadership WA team.
 2.2.2 Following up any incidents with the Leadership WA Coordinator.

2.3 The Board Member – Finance is responsible for:
 2.3.1 Notifying the Leadership WA Coordinator of changes to the GBA insurance that   

 might affect the running of the Course.
 2.3.2 Overseeing the budget and expenditure. Leadership WA will be self funding after   

 the initial set up funding.

 2.4 The Board Member – Governance is responsible for:
 2.4.1 Ensuring that Leadership WA Course and operations meet all GBWA polices.

 2.5 The Leadership WA Coordinator is responsible for: 
 2.5.1 Understanding and following the obligations of the MOU with GB Queensland.
 2.5.2 Notifying the Board of any changes to the program and MOU that they are made   

 aware of, for acceptance by the Board.
 2.5.3 Developing a team of leaders to ensure the ongoing development of the Course in  

 conjunction with GB Queensland.
 2.5.4 Appointing the Leadership WA Team. All members must be members of GBWA   

 and have completed the required screening and training prior to joining the team.
 2.5.5 Being the main source of information, guidance and support for the participants   

 and their company leaders.
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 2.5.6 Providing a written report to each Board meeting including financial position.
 2.5.7 Consistently delivering the Leadership WA Course in line with the Leadership  

 Vision Statement, GBA Vision, and Values, and the GBWA Strategic Plan.
 2.5.8 Ensuring all participants and Team members are enrolled on Operoo.
 2.5.9 Submitting the P2P for all events connected with the Course.
 2.5.10 Submitting details of any incidents through GBA SMO as soon as possible after  

 becoming aware of any incidents.
 2.5.11 Ensuring the GBA Privacy Policy and Social Media Policies are followed.

3 Procedure

 3.1.1 Leadership WA will be promoted by the Leadership WA Coordinator and   
 relevant information given to Captains at the beginning of each year.    
 Relevant dates to be included on the GBWA calendar.

 3.1.2 Dates and Venue for the Leadership WA Course will be set by the    
 Leadership WA Coordinator.

 3.1.3 Participants will complete the online participant application process and   
 pay the required fee.

4 Papers

4.1 MOU – GB Queensland

 

4th November 2023
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Policy Number B.1

Policy Name The Board 

Version 001

Approved by the Board on July 2021
Scheduled review date October 2023

1. Policy

1.1. Board members are placed in a position of trust by the members of GBWA to act in a   
 Godly manner and always in the best interests of GBWA.
1.2. Board members must
1.2.1. Act in good faith and put the interests of GBWA ahead of their own,
1.2.2. Exercise their powers for the purpose of GBWA,
1.2.3. Observe a duty of care in discharging their duties with regards to law and the GBWA   
 Constitution.

2. People

2.1. The Board shall consist of the following positions:
2.1.1. State Commissioner (elected for a three (3) year term at the Triennial Conference).
2.1.2. State Chaplain (appointed for a three (3) year term concurrent with the State    
 Commissioner).

2.2. Board members
2.2.1. Three elected members (each for a three (3) year term)
2.2.2. Two appointed members (each for a three (3) year term).

3. Procedures

3.1. All Board members will:
3.1.1. Live out GBA core values and promote its Mission and values,
3.1.2. Adhere to this policy,
3.1.3. Adhere to the legal requirements of a Board member,
3.1.4. Ensure Risk Management policies at State and National level are met,
3.1.5. Assist with the regular review and updating of GBWA Policies and Procedures ensuring   
 they remain in line with GBA policies and procedures,
3.1.6. Consider, debate and vote on the matters brought before the Board in the best    
 interests of GBWA,
3.1.7. Comply with Policies and procedures at State and National level,
3.1.8. Ensure goals and strategic plan for GBWA are met
3.1.9. Evaluate the work of GBWA, including its goals and strategic plan,
3.1.10. Review and approve systems for financial control and Risk Management,
3.1.11. Advise State Commissioner of any conflict of interest in the matters brought to   
  the Board,
3.1.12. Be allocated a role, the descriptions can be found in Policy B2 ‘Roles and    
  Responsibilities’ of the Board. 
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3.2. All Board members shall have
3.2.1. A heart for Mission,
3.2.2. A call from God to Leadership,
3.2.3. A passion for the GBA vision, mission and aim,
3.2.4. A demonstrated high level of the GBA core values in personal life,
3.2.5. A strong Christian conviction, sincerity, tact, wisdom and the ability to maintain trust   
 and confidentiality,
3.2.6. The ability to make ethical decisions,
3.2.7. A willingness to work as a team.

4. Papers

 

31st July 2021
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Policy Number B.2

Policy Name Roles and Responsibilities of the Board

Version 002

Approved by the Board on 18th June 2022
Scheduled review date June 2024

1. Policy

1.1. This policy outlines the roles and responsibilities of specific members of the GBWA  
 Board. It is designed to help understand the skills required. It is understood that   
 these roles will vary depending on the strategic direction of the organisation.
1.2. This document will be reviewed by the Board, prior to nominations for Board   
 members are called to ensure skills and roles required by the Board are covered.    
 Roles may be added or removed depending on the strategic direction of GBWA.
1.3. The essential roles:
1.3.1. State Commissioner
1.3.2. State Chaplain and Mission
1.3.3. Risk Management (holds position of State RMO)
1.3.4. Finance (holds the position of State Treasurer)
1.3.5. Board Secretary (position will be held by Operation Manager, this is not a Board   
 position)
1.4. Other roles that may be considered (Job descriptions in Appendix B.2.a)
1.4.1. Youth Development
1.4.2. Governance
1.4.3. Social Media and Communication

2. People

2.1. State Commissioner
2.1.1. General
2.1.1.1 Provide Godly Leadership and strategic direction to GBWA,
2.1.1.2 Holds the position of Board Chair but may delegate the chairing of the Board  
  meetings to another Board member with the approval of the Board as per   
  GBWA Conduct of Board Meetings Policy.
2.1.2. Board
2.1.2.1 Lead, support and empower the Board to strive to implement the GB mission 
  and vision,
2.1.2.2 Facilitate the development of strategic direction of GBWA in line with GBA   
  vision and strategic plan,
2.1.2.3 Maintain open communication with Regional Coordinators and provide the   
  Board with regular updates of praise and prayer points as well as any   
  concerns raised by the Regions
2.1.2.4 Support Regional Coordinators with new companies
2.1.2.5 Represent GBWA on the NAC,
2.1.2.6 Nominate a Leadership member as the second vote holder on the NAC.  This  
  requires Board approval,
2.1.2.7 Facilitate the succession process for the Board,
2.1.2.8 Responsible for Staff including communication with all staff, appointment of  
  and conducting annual review,
2.1.2.9 Provide a written report for each Board meeting.
2.1.3. AGM
2.1.3.1 Report to AGM on the blessings and challenges for GBWA,
2.1.3.2 Provide a written summary of the year for the Annual Report.
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2.1.4. Management
2.1.4.1 Promote GBWA in the community as opportunities arise, representing GBWA  
  at appropriate occasions,
2.1.4.2 Serve as spokesperson for GBWA, including liaison with BBWA,
2.1.4.3 Manage grievance procedures of GBWA as per Constitution 6.6 & 6.7,
2.1.4.4 Handle the procedure for the discipline, suspension and expulsion of    
  members as per Constitution 6.6 & 6.7.
2.1.5. Position Requirements
2.1.5.1 Great communication skills,
2.1.5.2 Open listener and communicator,
2.1.5.3 Sound knowledge of GB,
2.1.5.4 Sound conflict resolution and people management skills,
2.1.5.5 Demonstrate high level Leadership and management skills,
2.1.5.6 Promotes and adopts a positive and balance approach to life.

2.2. State Chaplain and Missions
2.2.1. General
2.2.1.1 Provide Godly support to the Board,
2.2.1.2 Ensure that GBWA remains true to its spiritual direction,
2.2.1.3 Make available pastoral care to the Board and State staff,
2.2.1.4 Provide spiritual direction at Board meetings and AGM,
2.2.1.5 Support and help facilitate State Commissioner in conflict resolution.
2.2.1.6 Communicate and champion mission opportunities in WA that support the   
  vision of GBA,
2.2.1.7      Communicate and champion mission opportunities with Churches for
       GBWA
2.2.2.  Board
2.2.2.1 Lead times of Praise, Worship and teaching at each meeting,
2.2.2.2 Provide a written report for each Board meeting.
2.2.3. AGM
2.2.3.1 Lead time of Praise, Worship and bring devotional thought,
2.2.3.2 Provide a written summary of the year for the Annual Report.
2.2.4. Position Requirements
2.2.4.1 A pastoral heart for mission,
2.2.4.2 A call from God to the position,
2.2.4.3 Good communication skills,
2.2.4.4 An appreciation and understanding of the functions and operations of GBWA.

2.3. Board Member – Risk Management
2.3.1. General
2.3.1.1 Be GBWA State Risk Management Officer under the GBA SMO.
2.3.1.2 Review and approve as appropriate, all State and Company ‘Permission to   
  Proceed’,
2.3.1.3 In conjunction with the State Commissioner, liaise with GBA on risk    
  management issues,
2.3.1.4 Ensure controls are operating effectively
2.3.1.5 Provide research and analytical support,
2.3.1.6 Lead and advise on best practice in risk management,
2.3.1.7 Identify and assess organisational risks and advise the Board of suitable   
  controls or the need to obtain insurance for these risks,
2.3.1.8 Ability to champion the risk management policies to safeguard    
  organisational integrity.
2.3.2. Board
2.3.2.1 Report to each Board meeting 
2.3.2.2 Assist Board to see Risk Management issues when making decisions.
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2.3.3. AGM
2.3.3.1 Provide a written summary of the year for the Annual Report

2.3.4. Position Requirements
2.3.4.1 Good quantitative and analytical skills, along with the ability to apply those   
  skills across a variety of business processes,
2.3.4.2 Good communication (oral and written) skills, particularly with respect to   
  phone and email discussions, statements, publications and report writing,
2.3.4.3 Knowledge and/or understanding of Risk management and how it applies to  
  GB at  all levels,
2.3.4.4 Understanding of relevant insurances,
2.3.4.5 Experience in or able to attain knowledge of organisational legislation.

2.4. Board Member – Finance
2.4.1. General
2.4.1.1 Ensure GBWA compliance with all applicable tax arrangements and other   
  financial legal requirements,
2.4.1.2 Ensure GBWA financial records are adequate, protected, backed up and   
  accessible,
2.4.1.3 Ensure GBWA financial control procedures are in place and followed,
2.4.1.4 Ensure that appropriate safeguards against fraud are in place, Oversee the   
  collection and reception of all monies due to GBWA and the making of   
  payments authorised by GBWA,
2.4.1.5 Ensure an asset register is kept current,
2.4.1.6 Provide Board members with training so they have the appropriate financial  
  understanding required to conduct the business of GBWA, 
2.4.1.7 Present an annual budget to the Board for consideration and acceptance,
2.4.1.8 Advise the Board on all matters of finance, including fundraising.
2.4.1.9 Will sign as Treasurer of the organisation as required.
2.4.2. Board
•  Present a written report to each Board meeting showing the financial position of   

 GBWA.
2.4.3. AGM
2.4.3.1 Arrange with the Operations Manager to have audited accounts ready to be  
  presented to the meeting,
2.4.3.2 Provide a written summary of the year for the Annual Report.
2.4.4. Position requirements
2.4.4.1 Have the ability to operate cash flow and develop budgets,
2.4.4.2 Have experience in current accounting procedures and book keeping   
  practices including a demonstrated knowledge of reporting for Government  
  and Auditing requirements.
2.4.4.3 It would be desirable to have experience working with the financial    
  requirements of Not for profit organisations.
2.4.4.4 It would be desirable to have industry qualification or equivalent.
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2.5. Board Secretary will:
2.5.1.  be held by the Operations Manager, this is not a board position.
2.5.2.  Give secretarial support to the Board regarding planning and running their   
  meetings,
2.5.3.  Take minutes at each Board meeting and circulate to Board members,
2.5.4.  Take minutes at each AGM and circulate to all members as per Constitution  
  6.1 & 6.2,
2.5.5.  Maintain a register of State members,
2.5.6.  Keep the common seal of the organisation,
2.5.7.  Maintain security of all books, documents, records and securities in line with  
  Board and Constitutional requirements,
2.5.8.  Compile the Annual Report in consultation with State Commissioner,
2.5.9.  Distribute the Annual Report to all members as per Constitution 6.1 & 6.2,
2.5.10. Liaise with ACNC, the Western Australian State Government and other   
  organisations as requested by the Board.

3. Procedure

3.1.1. Board members will review their job description on a regular basis and bring   
 recommended changes to the Board.

4. Papers
4.1. Regions Policy

 

18th June 2022
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Appendix B.2.a

1. Board Member – Youth Development

1.1. General
1.1.1. Communicate and champion development and advocacy opportunities in WA that  
 support the vision of GBA,
1.1.2 Investigate and monitor social justice issues and trends in similar organisations and 
 trends that affect girls and young women,
1.1.3 Investigate training and development opportunities for Leaders, especially those   
 18-30year olds.
1.1.4 Support and Mentor Regional Coordinators

1.2. Board
1.2.1. Present a report to each meeting outlining the positions of new companies,
1.2.2. Inform Board of trends that need to be considered when making decisions    
 especially in strategic planning.

1.3. AGM
1.3.1. Provide a written report for the Annual Report, detailing development and    
 advocacy opportunities undertaken by GBWA over the year,

1.2.4. Position requirements
1.4.1. A heart for mission and development of our young women
1.4.2. Excellent communication (oral and written) English skills,
1.4.3. Ability to connect with a wide variety of stakeholders’
1.4.4. Experience in advocacy work, social research or similar is helpful but not essential.

2. Board Member – Governance

2.1. General
2.1.1. Ensure a high level of good and transparent governance to allow the Board to   
 achieve GBWA vision and strategic plan,
2.1.2. Oversee the rules, relationships, systems and processes by which GBWA is    
 directed, controlled and held to account,
2.1.3. Ensure compliance with the law, ACNC and GBA.  Champions the compliance   
 framework to safeguard organisational integrity.

2.2. Board
2.2.1. Ensure the Board meetings are conducted according to GBWA Constitution, Polices 
 and Procedures and best practice,
2.2.2. Lead and advise on best practise in governance and compliance.

2.3. AGM
2.3.1. In consultation with State Commissioner, prepare agenda and ensure circulation   
 with appropriate papers prior to meeting,
2.3.2. Provide a written summary for the Annual Report.
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2.4. Position requirements
2.4.1. Excellent understanding of Not-for-Profit governance
2.4.2. Demonstrate understanding of governance as a mission,
2.4.3. Understanding of strategic planning, defining critical policies and measuring   
 performance against goals,
2.4.4. Demonstrate understanding of ethical frameworks,
2.4.5. Demonstrate understanding of constitution and procedures to ensure    
 effectiveness,
2.4.6. Ability to develop policy and procedures,
2.4.7. Previous Board experience not limited to GB boards.

3. Board Member – Social Media and Communication

3.1. General
3.1.1. Communicate, maintain and champion consistent image, brand and culture across  
 the organisation,
3.1.2. Investigate and monitor media and social trends,
3.1.3. Develop a GBWA Social Media policy to support the GBA Electronic Communication  
 and Social Media Policy
3.1.4. Oversee online platforms (eg webpage and social media),
3.1.5. Benchmark the culture of the organisation,
3.1.6. Oversee the building of culture through communication and planning change   
 management.

3.2. Board
3.2.1. Provide a written report to each meeting on media platforms used by GBWA and   
 any social media trends that affect GBWA. 

3.3. AGM
3.3.1. Provide a written summary of how the different media platforms were used during  
 the year,
3.3.2. Assist as required with the Annual Report.

3.4. Position requirements
3.4.1. Excellent communication (oral and written English) skills,
3.4.2. Ability to connect with a wide variety of stakeholders,
3.4.3. Understand marketing principals, social media and technology,
3.4.4. Strong attention to detail’
3.4.5. Knowledge of privacy and copyright practices,
3.4.6. Some knowledge/experience of creative development/graphic design.
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Policy Number B.3

Policy Name Board Induction

Version 001

Approved by the Board on 2021
Scheduled review date October 2023

1. Policy

1.1. This policy seeks to ensure that new members of the Board are provided with all 
the information and training necessary to enable them to contribute appropriately to the 
operations of the Board from the time of their election.

2. People

2.1. The effective operation of any organisation relies on its Board.  The effective   
 operation of the Board relies on all its members having a full command of the   
 necessary information and expertise.

2.2. State Commissioner is responsible:
2.2.1. To ensure that the materials specified in this policy are prepared,
2.2.2. That the procedures specified in this policy are implemented appropriately.

3. Procedure

3.1. Initial Contact

3.1.1. As soon as possible after the election or appointment of a new member the current 
 State Commissioner will write a letter of congratulations and welcome to the Board.
3.1.2. The Operations Manager will arrange:
•  Board email address and access to electronic copies of Board documents, 
•  Operoo membership,
•  GBA SMO M3 Team Member training if not already completed,
•  To upload a copy of WA WWCC, if required, to Operoo membership
•  To upload a copy of National Police Clearance, if required, to Operoo membership.
•  Notification to ACNC,
•  Any other specific permissions for their role eg RMO access in ChildSafe.

3.2. Board Electronic Documents

3.2.1.  The Operations Manager shall advise the new Board member how to access the   
 electronic copies of the GBWA Board documents.  The documents will include the  
 Induction Documents and these will cover:
•  Relevant organisational documents including, but not limited to, the mission   

 statement, constitution/rules, strategic plan, polices, current year to date budget   
 and the most recent Annual Report,

•  Basic biographical and contact information about Board members and staff,
•  Meeting schedule and calendar of upcoming events,
•  Introduction to the GBWA operational and committee structure,
•  Introduction on how to access Board Polices and Procedures, including Board   

 Attendance Policy.
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3.3. Briefing

3.3.1. The State Commissioner shall engage in a face-to-face (this can be electronic)   
 induction session with the new member, that will:
•  Draw the new members attention to the roles and responsibilities of the Board in   

 general and the roles and responsibilities they will be expected to undertake as an  
 individual.

•  Go through the  minutes of the previous meeting and discuss any current    
 issues under discussion by the Board.

•  Discuss any questions/queries that they may have.

3.4. Recommended Reading

3.4.1. Governance for Good The ACNC’s guide for charity board members
https://www.acnc.gov.au/tools/guides/governance-good-acncs-guide-charity-board-members
3.4.2. CMA’s Essential Standards of Ministry Governance
3.4.3. CAN Damm Good Advice for Board Members
https://www.ourcommunity.com.au/financial/financial_article.jsp?articleId=6048

3.5. End of Term of Office
3.5.1. State Commissioner will write to outgoing member, acknowledging time on the   
 Board.
3.5.2. Operations Manager will remove access to GBWA Board electronic documents,   
 archive Operoo membership and GBA email address if not continuing in a GBWA   
 position.
3.5.3. Any hard copy documents or equipment belonging to GBWA should be returned.

4. Papers

 

31st July 2021
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Policy Number B.4

Policy Name Conduct of Board Meetings 

Version 001

Approved by the Board on 2021
Scheduled review date October 2023

1. Policy

1.1. This policy is designed to provide guidance on the appointment of the Meeting   
 Chair and to set out the parameters by which the Meeting Chair is to conduct   
 meetings to ensure that meetings are conducted well.
1.2. It is important to ensure that meetings are conducted well so that:
1.2.1.  They are God honouring, fair and that discussions contribute to open,    
 transparent and informed decision making.
1.2.2. In making decisions, proper regard can be had to the views of the majority, of the   
 minority, of individual members, of absentee members and of all these groups   
 taken together.
1.2.3. Decisions can be made efficiently and expeditiously, with due respect for the time 
 and commitment of the Board.
1.2.4. Primary responsibility for this rests with the Meeting Chair.  To achieve that, broad 
 discretion and authority is given to the Meeting Chair to make rulings on    
 questions of meeting procedure (subject to the limitations set out in this policy).
1.3. GBWA understands that although it is preferable, it is not always possible to   
 physically attend a meeting.  Board members may attend meetings electronically   
 and should advise the State Commissioner before the start of the meeting if   
 doing so.  Those attending electronically should be noted in the minutes.

2. People

2.1. Appointment of Meeting Chair

2.1.1. The State Commissioner holds the position of Chairperson as per the    
 Constitution.
2.1.2. The State Commissioner may delegate the chairing of Board meetings to another  
 Board member.
2.1.3. Meetings of any Board committees shall be chaired in the manner laid down by   
 the Board in their Terms of Reference.

3. Procedures

3.1. The Meeting Chair shall conduct meetings according to best practice meeting   
 protocols, including the following of an agenda and the taking of minutes as per   
 the GBWA Constitution.
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3.2. Meeting Agenda and Minutes

3.2.1. Notice of meetings shall be sent electronically, by the Operations Manager, to all   
 Board members seven (7) days prior to the date of the meeting. 
3.2.2. An agenda based on the minutes of the previous meeting will be drawn up by the  
 Board Member – Governance and uploaded to Board Documents.  All Board   
 members may add to the agenda any items they wished to be discussed at least   
 seven (7) days before the scheduled meeting. State Commissioner to add items   
 from Staff and speak on behalf of them at the meeting.
3.2.3. Agenda, Reports and other items for reference are to be uploaded to Sharepoint   
 Board documents at least seven (7) days prior to the meeting.
3.2.4. Board members will upload a written report seven (7) days prior to each meeting 
3.2.5. Attendance at Board meetings by persons other than members of the Board shall 
 be by invitation of the State Commissioner or resolution of the Board.  Names of   
 those invited to attend and the reason should be included on the agenda.
3.2.6. Minutes must contain a list of those present, apologies, names of guests,    
 outcomes of business and state the date and time of the next meeting.

4. Papers

 

31st July 2021
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Policy Number B.5

Policy Name Board Attendance 

Version 001

Approved by the Board on 2021
Scheduled review date October 2023

1. Policy

1.1. Board and committee members are expected to demonstrate their commitment to  
 the organisation by unbroken attendance at the Board or committee on which they  
 sit, except when prevented by unforeseeable events.
1.2. This Board Attendance Policy is intended to encourage regular attendance at the   
 Board meetings and to provide procedures to deal with any failures in such   
 attendance.  Attendance may be via electronic means where physical attendance is  
 not achievable.

2. People

2.1. Board members are responsible
2.1.1. To be regular in their attendance at Board meetings.  This is essential in order to   
 maintain continuity and cohesion in the management and governance of GBWA.

2.2. State Commissioner is responsible
2.2.1. To contact Board members upon non-attendance at meetings where no apology is  
 given to check on the well-being of the member.

2.3. State Chaplain is responsible
2.3.1. To contact Board members upon non-attendance at two consecutive meetings or  
 three meetings in a twelve (12) month period, where an apology is given.  The   
 purpose of this conversation is to check the well-being of the Board member and   
 determine if they wish to continue in their role.  Alternative arrangements for   
 attending meetings may be suggested eg online attendance at meetings.

3. Procedure

3.1. Dates for the Board meetings for the following year will be set at the final meeting  
 of each year.  
3.2. Meetings may be held face to face or online or a combination.
3.3. If meetings are required in addition to these meetings the Operations Manager   
 must notify Board members as soon as possible prior to the meeting.
3.4. Where Board members are prevented from attending any Board meeting, they   
 should notify the Operations Manager of their intended absence. This apology to be 
 recorded in the minutes of that meeting.

3.5. Attendance requirements
3.5.1. A Board member should not be absent for more than two consecutive meetings or  
 three meetings in a twelve (12) month period.  The process for non-attendance will  
 be followed should a Board member fail these requirements.
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3.6. Process for non-attendance
3.6.1. If a Board member is in breach of their attendance requirements, then the State   
 Commissioner and a Board appointed delegate shall consult them to discuss this   
 matter.
3.6.2. If no mutually satisfactory resolution is possible, and if the Board member wishes to 
 continue on the Board, then the member’s response will be put to the Board at its  
 next meeting. The Board member shall be entitled to speak to this item and vote   
 on it.  The Board will then decide what actions to take regarding that Board   
 member’s future membership on the Board.
3.6.3. If the Board decides that termination is justified, the Board may suspend that   
 person’s membership of the Board.  In the event the member wishes to continue   
 their position, the suspension shall be put to a general meeting for approval.  The  
 suspended member shall be given an opportunity to be heard, either personally or  
 through a representative and may submit materials in writing to be circulated.
3.6.4. When any person has been removed from the Board, the Board will promptly   
 appoint a new Board member to fill the Casual Vacancy. The person whose    
 membership has been terminated shall retain the right to stand again at the next   
 election for the Board.

4. Papers

 

31st July 2021
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Policy Number B.6

Policy Name Board Grievances

Version 001

Approved by the Board on 2021
Scheduled review date October 2023

1. Policy

1.1. The Board is committed to reaching a speedy and just resolution of any disputes  
 or grievances that may arise and that may threaten the harmonious functioning  
 of the Board.
1.2. This policy is designed to set out the process for resolution of disputes or   
 grievances involving Board members that are unable to be resolved through  
 respectful debate in Board meetings.  Where possible disputes will be resolved  
 by mediation.

2. People

2.1. Board members are responsible
2.1.1. To adhere to this policy
2.2. State Commissioner is responsible
2.2.1. To ensure Board members are aware of this policy.
2.2.2. To ensure that disputes are handled respectfully, confidentially and in accordance 
 with Biblical principles.
2.3. The State Chaplain is responsible
2.3.1. To ensure that disputes involving the State Commissioner are handled   
 respectfully, confidentially and in accordance with Biblical principles.

3. Procedures

3.1. Disputes are handled according to the GBWA Constitution 6.7.

4. Papers

 

31st July 2021
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Policy Number B.7

Policy Name Board Conflict of Interest 

Version 001

Approved by the Board on 2021
Scheduled review date October 2023

1. Policy

1.1. GBWA is committed to high standards of ethical conduct and accordingly places   
 great importance on making any existing or potential conflict of interest.  A   
 conflict of interest may occur if an interest or activity influences or appears to   
 influence the ability of a member of the Board or Board committee to exercise   
 objectivity.

2. People

2.1. It is the responsibility of the chair of the Board meeting or chair of the committee   
 to ensure that:
2.1.1. Members are aware of this policy
2.1.2. Any conflict of interest is noted and handled in accordance with this policy.

2.2. It is the State Commissioner’s responsibility to 
2.2.1. Ensure that any conflict of interest recorded during the Board or committee   
 meetings are presented at the AGM with any action taken.

3. Procedures

3.1. All conflicts of interest shall be declared by the member and documented in the   
 minutes.
3.2. A member of the Board or committee who believes another member of the same   
 group has an undeclared conflict of interest should bring to the attention of the   
 chair of this potential conflict.
3.3. Board members are not barred from engaging in business dealings with the   
 relevant organisation, provided that these are negotiated without the    
 participation of the Board member concerned.

3.4. Pecuniary Conflict of Interest
3.4.1. All pecuniary conflict of interest must adhere to the GBWA Constitution 8.3.4

3.5. Non-Pecuniary Conflict of Interest
3.5.1. Where a member of the Board or committee has a non-pecuniary conflict of   
 interest, that member shall not initiate or take part in any discussion on that topic  
 (either in the meeting or with other members before or after the meeting) unless   
 expressly invited to do so by unanimous agreement by all other members    
 present.
3.5.2. Where a member of the Board or committee has a non-pecuniary conflict of   
 interest, that member shall not vote on the matter.

4. Papers
 

31st July 2021
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Policy Number B.8

Policy Name Board Committees 

Version 001

Approved by the Board on 2021
Scheduled review date October 2023

1. Policy

1.1. The Board recognises that there are times when a small group can act more   
 effectively than can the full Board,
1.2. The Board has the authority to establish standing sub -committees and ad-hoc   
 subcommittees to assist it in its work as per the GBWA Constitution 8.3.5
1.3. The number of committees will be kept to a minimum and will include
1.3.1. WA Queens Award committee
1.3.2. ACNC Review committee
1.3.3. Safe Child Organisation review committee
1.4. The Board shall clearly define the Terms of reference of each committee including
1.4.1. Committee Name
1.4.2. Type of Committee
1.4.3. Purpose 
1.4.4. Scope 
1.4.5. Authority 
1.4.6. Membership 
1.4.7. Meeting Arrangements
1.4.8. Reporting
1.4.9. Resources and Budget
1.5. Terms of References to be included as Appendices to this Policy.
1.6. Committees may from time to time and in consultation with the Board, co-opt non- 
 Board members to serve on a committee in order to bring additional skills,    
 experience or networks, ensuring it is consistent with any directions given to the   
 committee by the Board

2. People

2.1. The Board is responsible
2.1.1. For establishing, disbanding and setting the terms of reference for committees.
2.1.2. To appoint a committee chair.
2.2. The Operations Manager is responsible
2.2.1. For keeping records of Terms of Reference of Board committees,
2.2.2. For ensuring that committee reports are received and are available for members   
 prior to the Board meeting.
2.3. The Committee Chair is responsible
2.3.1. to ensure Minutes are recorded and stored in the electronic storage system for   
 GBWA.
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3. Procedures

3.1. Committees, whether ad-hoc or standing sub-committees, cannot exercise authority 
 over staff.
3.2. All standing committees of the Board shall review their Terms of Reference annually,  
 including their membership and the results of their work and report to the Board, at  
 the final meeting of each calendar year.
3.3. All ad-hoc committees shall be dissolved by Board resolution once they have   
 completed their work and, if requested, have provided a written report to the Board.

4. Papers

 

31st July 2021
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Appendix B.8.a

Terms of Reference

GBWA Queens Award Committee

The purpose of these Terms of Reference (TOR) is to communicate the role and scope of 
the GBWA Queens Award Committee established by the Board.
TheseTORshould be reviewed as required by the committee and recommendations to 
update given to the GBWA Board.

1. Committee Name
The name of the committee is  ‘’GBWA Queens Award (GBWA QA) Committee’’.

2. Type
The GBWA QA Committee isdeemed a standing sub-committee of the GBWA Board.

3. Purpose
GBWA will encourage and support all girls wishing to achieve the Girls’ Brigade Worldwide 
Queens Award (QA).  The committee will maintain links with the International and National 
Award governing bodies so they can support girls and their Leaders while completing the 
QA programme.

4. Scope
The scope of the GBWA QA Committeeshall be limited to the promoting and running of 
the QA in Western Australia, as well as passing on recommendations to improve the 
award operation in Australia to the National committee.  The committee may discuss 
issues regarding the content and requirements of the award but these recommendations 
must be reviewed by the GBWA Board and if in agreement the State Commissioner 
will present the recommendations at the next NAC meeting.

5. Authority
5.1. TheGBWA QA Committeehas no authority or powers in its own right, other than those  
 given by the GBA QA committee.  It has no authority to enter any arrangements, either  
 formal or informal that would commit GBWA to any expense or other binding   
 arrangement.
5.2. The GBWA QA State Coordinator will set the annual Entry fee in discussion with the  
 State Operations Manager, once the GBA Committee has set the annual National fee.

6. Membership
6.1. TheGBWA QA Committeewill comprise the following peopleappointed by the GBWA  
 Board
•  GBWA QA State Coordinator 
•  and at least one other Leadership member
•  Plus No more than two other members who may be any non-voting members under  

 the constitution 6.2.
•  State Commissioner – Ex-officio
6.2. All appointments should be reviewed by the Board every three years.
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7. Meeting Arrangements.
7.1. The GBWA QA Committeeneed not hold formal meetings but will keep in touch   
 electronically to ensure all girls are supported during their QA journey.
7.2. A Formal meeting may be requested at any time by any committee member, stating  
 the reason for the meeting.  This meeting will be chaired by the WA QA State   
 Coordinator.
7.3. The committee will meet with QA candidates at least twice a year, generally face to  
 face.

8. Reporting
A report will be presented at each Board meeting, detailing each girl’s progress.

9. Resources and Budget
Requests for reasonable expenses may be made throughthe Operations Manager for 
consideration prior to any expenditure being incurred.
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Appendix B.8.b    

Terms of Reference

Child Safe Organisation Review Committee

The purpose of these Terms of Reference (TOR) is to communicate the role and scope of theChild 
Safe Organisation Review Committeeestablished by the Board.
TheseTORshould be reviewed and updated ifnecessary,by the GBWA Board,before each 
committee is convened.

1. Committee Name
The name of the committee is ‘Child Safe Organisation (CSO) Review Committee’’.

2. Type
The CSO Review Committee isdeemed anadhoccommittee of the Board.

3. Purpose
GBWA acknowledges the need to regularly assess that it is meeting its obligations as a CSO in 
WA.  This committee has been set up to complete aself-evaluationof the GBWA obligations as 
a CSOand how they are being met.

4. Scope
4.1. The scope of this committee shall be limited to the review and draft completion of   
 the CSO self-evaluation form, including recommendations to ensure obligations are   
 met, for considerationandacceptance by the GBWA Board.
4.2. It is important that the organisationsobligationsas a Child Safe      
 Organisation areunderstood by all Leadership members and Staff.  Theself-    
 evaluationreview should be held on an as required basis but at least every three    
 years.

5. Authority
The Child Safe Organisation Review Committeehas no authority or powers in its own right.  It 
has no authority to enter any arrangements, either formal or informal that would commit 
GBWA to any expense or other binding arrangement.

6. Membership
6.1. The committee will be formed as required but generally following the Election of the   
 State Commissioner with the report and recommendations being made to a Board   
 meeting within six months of the committee being formed.
6.2. TheCSO Review Committeewill comprise the following people
•  State Commissioner
•  Board Member – RMO
•  Two Leadership Member appointed by the GBWA Board.
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7. Meeting Arrangements
7.1. The committee will be formed as required but generally following the Election of the   
 State Commissioner with the report and recommendations being made to a Board   
 meeting within six months of the committee being formed.
7.2. Committee meetingsmaybe held face to faceorelectronically.
7.3. Meetings to be chaired by the State RMO.  If not available, the meeting to be chaired   
 by a committee member appointed by the committee.
7.4. Agenda’s to be circulated by the RMO no less than seven (7) days prior to the    
 proposed meeting date.
7.5. Minutes to be taken by a committee member appointed by the committee and    
 circulated no more than seven (7) days after the date of the meeting.
7.6. A quorum is 50% of members.
7.7. Decisions taken by the committee will be agreed upon, by way of majority     
 consensus, with no formal voting processes undertaken.

8. Reporting
A final report will be presented at the Board meeting as noted in 6.3.

9.    Resources and Budget
Requests for reasonable expenses may be made throughthe Operations Manager for 
consideration prior to any expenditure being incurred.
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Appendix B.8.c

Terms of Reference
ACNC Obligations Review Committee

The purpose of these Terms of Reference (TOR) is to communicate the role and scope of 
the ACNC Obligations Review Committee established by the Board of Girls’ Brigade WA Inc.
These TOR should be reviewed and updated if necessary by the GBWA Board, before each 
committee is convened.

1. Committee Name
The name of the committee is  ‘’ACNC Obligations Review Committee’’.

2. Type
The ACNC Obligations Review Committee is deemed an adhoc committee of the GBWA 
Board.

3. Purpose
GBWA acknowledges the need to regularly assess that it is meeting its obligations 
to the Australian Charities and Not-for-Profits Commission (ACNC).  This committee has 
been set up to complete a self-evaluation of the GBWA obligations to the ACNC and how 
they are being met.

4. Scope
4.1. The scope of this committee shall be limited to the review and draft completion of the   
 ACNC self-evaluation form, including recommendations to ensure obligations are    
 met, for consideration and acceptance by the GBWA Board.
4.2. It is important that the organisations obligations to the ACNC are understood by all   
 State Commissioners and Operation Managers.  The self-evaluation review should be   
 held whenever these positions change and both incoming and outgoing people should   
 be included on the committee.
4.3. The committee will be formed following the Election of the State Commissioner and will   
 form part of the hand over process.  The report and recommendations should be made   
 to the first Board meeting of the State Commissioners term of office.

5. Authority
The ACNC Obligations Review Committee has no authority or powers in its own right.  It has 
no authority to enter any arrangements, either formal or informal that would commit GBWA 
to any expense or other binding arrangement.

6. Membership
6.1. The ACNC Obligations Review Committee will comprise the following people
•  State Commissioner
•  Incoming State Commissioner
•  Operations Manager
•  Board Member – Governance
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7. Meeting Arrangements
7.1. Committee meetings may be held face to face or electronically.
7.2. Meetings to be chaired by the State Commissioner.  If not available, the meeting to be   
 chaired by a committee member appointed by the committee.
7.3. Agenda’s to be circulated by the State Commissioner no less than seven (7) days prior to  
 the proposed meeting date.
7.4. Minutes to be taken by the Board Member – Governance and circulated no more than   
 seven (7) days after the date of the meeting. If not available, the minutes to be taken by  
 a committee member appointed by the committee.
7.5. A quorum is 50% of members.
7.6. Decisions taken by the committee will be agreed upon, by way of majority consensus,   
 with no formal voting processes undertaken.

8. Reporting
A final report will be presented at the Board meeting as noted in 4.3.

9. Resources and Budget
Requests for reasonable expenses may be made through the Operations Manager for 
consideration prior to any expenditure being incurred.
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Policy Number B.9

Policy Name National Advisory Council 

Version 001

Approved by the Board on 2021
Scheduled review date October 2023

1. Policy

1.1. GBWA values our partnering with GBA and will come under the GBA Constitution   
 and Policies in all matters including the formation and work of the National    
 Advisory Council (NAC).
1.2. GBWA values the role and work of the NAC and will encourage and support the WA 
 representatives on the NAC.

2. People

2.1. The Voting members (see Constitution 6.1) are responsible to
2.1.1. Elect a State Commissioner who will hold the first vote for GBWA on the NAC.
2.2. Board is responsible to
2.2.1. Appoint a second representative to the NAC (2nd Rep).
2.2.2. Review and update this policy in line with changes to GBA procedures.
2.2.3. Discuss ideas and concerns raised by GBWA Leaders for presentation at NAC   
 meetings.

3. Procedure

3.1. The NAC (2nd Rep) will be a Board member. 
3.2. The NAC (2nd Rep) will be appointed by the Board at its first meeting after    
 the GBWA AGM and will commence 1st January the following year.
3.3. The term of office for the NAC (2nd Rep) is 2 years.
3.4. The NAC (2nd Rep) may hold this position for up to six (6) years before having to   
 stand down for twelve (12) months.
3.5. If either the State Commissioner or NAC (2nd Rep) is unable to attend a meeting   
 either Face to Face or electronically, the Board will appoint one of     
 their Board members as a proxy for that meeting.
3.6. Reimbursement of any travel and accommodation costs of attending the NAC   
 meetings will be requested from GBA.
3.7. During the term of office, the NAC (2nd Rep) will assist the State     
 Commissioner research issues as outlined in the GBA National Advisory Council   
 Policy & Procedure document, discuss with the Board and present them to the   
 NAC meetings.

4. Papers

4.1.  GBA National Advisory Council Policy & Procedure

 

31st July 2021
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Policy Number C.1
Policy Name Finance Policy Book
Version 002
Approved by the Board on 20th August 2022
Scheduled review date October 2024

1.  Financial Policy and Procedure Manual - Purpose & Overview

1.1.   The Girls’ Brigade Western Australia Incorporated (GBWA) Financial Policy and
  Procedure Manual provides the policies and procedures for financial transactions
  within GBWA.
1.2.   These Policies and Procedures must be followed by all Board, Staff and Members of
  GBWA.
1.3.   The Policy and procedural guidelines below are designed to
1.3.1.  Protect the assets of GBWA
1.3.2.  Ensure the maintenance of accurate records of GBWA. financial
    activities.
1.3.3.  Provide a framework of operating standards and behavioural
   expectations; and
1.3.4.  Ensure compliance with national reporting requirements.
1.4.   Exceptions to the written policies may only be made with the prior approval of the   
  GBWA Board. (Board)
1.5.   The Board can approve changes or amendments to these policies at any time.
1.6.   The GBWA State Treasurer shall conduct a complete review of the policies every
  two years.

2. People

2.1.   GBWA State Treasurer – will hold the Finance Portfolio on the Board. (Treasurer)
2.1.1.  The Treasurer has whatever authority as may be designated by the State Board,   
  including:
2.1.1.1.  Recommendation of the auditor to the Board.
2.1.1.2.  Performing regular, in-depth reviews of the organisation’s
  financial activity
2.1.1.3.  Overseeing the development of the annual budget.

2.2.   State Commissioner
2.2.1.  The State Commissioner has the responsibility for overseeing these
  policies and procedures and ensuring compliance with procedures that have
  been approved by the Board.
2.2.2.  The State Commissioner has whatever authority as may be
  designated by the Board including:
2.2.2.1. Making spending decisions within the parameters of the
  approved budget.
2.2.2.2.  Employing and terminating personnel
2.2.2.3.  Determining wage levels in consultation with the Board and Treasurer.
2.2.2.4.  Making decisions regarding duties and accountabilities of personnel and the    
  delegation of decision-making authority.
2.2.2.5.  Entering into contractual agreements.
2.2.2.6.  Policies and procedures which are not specifically address
  by this document may be determined by the State Commissioner when the financial   
  impact is not over 2% of the budgeted area for any financial year. The Board must   
  approve any unaddressed policy or procedure with an impact of over 2% of the   
  budget.
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3. Procedures

3.1.  General Accounting
3.1.1.  The accounting system follows the Australian Accounting Standards (AAS’s).
3.1.2.  Financial statements are prepared using the cash basis of accounting.
3.1.3.  The Board will review the status of GBWA’s net income on an annual basis to    
  determine whether accrual accounting is required.
3.1.4.  The financial year is 1 July to 30 June.

3.2.  Administration
3.2.1.  Financial duties and responsibilities are separated, where possible,
  so that no one has sole control over cash receipts, disbursements, payroll,    
  reconciliation of bank accounts, or any other critical accounting function. In the   
  absence of this segregation of duties, mitigating controls should be in place through  
  review processes.
3.2.2.  The Treasurer has the primary responsibility for maintaining the accounting system   
  and records.
3.2.3.  The accounting records are updated regularly and subject reporting directly to the   
  Board at each meeting.
3.2.4.  A filing system accessible to GBWA Operations Manager and Treasurer will be    
  maintained for all financial records. This filing system may be electronic or paper, or   
  both.
3.2.5.  Professional financial service providers are reviewed annually.

3.3. Budgets
3.3.1.  The annual budget, (including the setting of State Fees) for the
  financial year is prepared by the Treasurer, State Commissioner and the
  Board.
3.3.2. The State Board approves the budget annually, prior to the beginning of the financial  
  year, if possible.
3.3.3.  The budget is compared to the monthly financial statements to monitor actual results
3.3.4.  Rental Income - the setting of fees and conditions of any room rental is the    
  responsibility of the State Commissioner and the State Treasurer.

3.4.  Annual Membership Fees
3.4.1.  GBWA will charge an annual association fee, as per the Constitution point 6.4.
3.4.2.  It will be invoiced in two (2) stages, in May and August of each calendar year, which will 
  be based on the numbers provided by GBWA companies.
3.4.3.  Fee rates will be subject to review by the Board on an annual basis as part of the   
  development of the budget. 3.5. Financial Reports
3.5.1. Monthly financial reports are accessible for the Board within thirty (30) days of the   
  close of the period.
3.5.2.  A financial overview including provision of the Balance Sheet and Income Statement   
  for the set period will be provided to the Board, prior to each Board meeting.

3.6.  Audit
3.6.1.  An annual audit will be conducted by an independent auditor after the close of each   
  financial year. The audit covers the financial year of 1 July to 30 June.
3.6.2.  The Treasurer, State Commissioner and Operations Manager will be involved in the   
  annual audit.
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4. Bank Account Policy 
4.1.  Purpose
4.1.1.  This policy sets out the requirements for use of GBWA bank accounts, including   
  opening, closing authorisation, variations to terms and conditions, reconciliation of   
  bank accounts and bank transactions.

4.2. People
4.2.1.  The State Commissioner has the responsibility for overseeing these policies and   
  procedures 

4.3. Procedures
4.3.1. Opening Bank Accounts
4.3.1.1.  Any new bank accounts to be opened for GBWA must have approval from the Board.
4.3.1.2.  For each new bank account opened, the financial system must be updated, and the   
  bank account registered by the State Commissioner. Second signatories will be the   
  Treasurer, Operations Manager and one (1) other Board Member selected from the   
  current Board.

4.3.2. Bank Account Authorisations
4.3.2.1.  For monies withdrawn from any bank account, whether by Electronic Funds Transfer  
  (EFT) or by other online payment methods, there must be two positions authorising   
  each payment.
4.3.2.2. The authorised positions for bank account payments are
4.3.2.2.1. Operations Manager
4.3.2.2.2.  State Commissioner
4.3.2.2.3.  2nd Board Member signatory
4.3.2.2.4.  Treasurer
4.3.2.3. Each payment must be supported by invoice, receipt or other documentation prior to  
  payment. The authorisation for such payments will not be made by the individual who  
  will receive the payment.

4.3.3  Variations to Bank Account Terms and Conditions
4.3.3.1.  Any variations to banking arrangements can be made or varied by the prior approval  
  of Board.
4.3.3.2.  The Treasurer is responsible for updating the financial system and/or bank account   
  register with updated details. 

4.3.4  Closing Bank Accounts
4.3.4.1.  Where it is decided that a bank account is no longer necessary, the Board will    
  authorise the closure of the bank account.
4.3.4.2. The Treasurer will be required to complete the following 
4.3.4.2.1.  Ensure all transactions with respect to the account have been completed.
4.3.4.2.2.  Inform the bank, requesting closure of the account 
4.3.4.2.3.  Meet the bank’s requirements with respect to the account closure
4.3.4.2.4.  Update the financial accounting system
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4.3.4.3. General Banking Procedure
4.3.4.3.1.  The State Board will choose a financial institution
  which provides the most appropriate services for the lowest cost. The location of the  
  financial institution will be considered.
4.3.4.3.2.  The main operating account needs to maintain sufficient funds to meet all anticipated 
  expenditures. Generally a balance between Twenty Thousand Dollars ($20,000) and   
  Thirty Thousand Dollars ($30,000) is adequate for this.
4.3.4.3.3.  Excess funds over this limit will be transferred into the GBWA Higher Interest Offset   
  bank account.
4.3.4.3.4.  The Higher Interest Offset bank account will be used to replenish the operating   
  account when necessary and to receive excess funds from the Operating account   
  when available.
4.3.4.3.5.  Debit Mastercard account will maintain a balance, not more than two thousand dollars 
  ($2000) for approved purchases. The Board may approve higher spending through the 
  Debit Mastercard prior to the expenditure.
4.3.4.3.6.  All funds will be deposited in an assigned financial institution in a timely manner, apart 
  from petty cash.

5.  Purchasing Policy
5.1.  Purpose
5.1.1.  This policy provides guidelines for the purchase of goods, services, equipment and   
  assets for GBWA.
5.1.2.  This policy is applicable for all purchase. 

5.2.  People
5.2.1.  The State Commissioner has the responsibility for overseeing these policies and   
  procedures.

5.3.  Procedures
5.3.1.  Disbursements – where ever possible, separate personnel will be responsible for   
  coding, preparing and authorising payments.

5.3.2. Payroll
5.3.2.1.  All personnel salary and wage rates will be authorised by the Treasurer and State   
  Commissioner, in consultation with the State Board when required.
5.3.2.2.  All changes in employment will be authorised by the State Commissioner and    
  Treasurer.

5.3.2.3. Payroll Procedure
5.3.2.3.1.  Employees will be paid on a fortnightly basis. 
5.3.2.3.2.  Employees will be responsible for completing time sheets on a fortnightly basis and   
  submitting these to the State Commissioner for approval prior to processing of the   
  payroll.
5.3.2.3.3.  The Treasurer will be responsible for the processing of all payroll items.
5.3.2.3.4.  Personnel records will be kept securely at GBWA office for all staff.

5.3.3. Financial Procedures
5.3.3.1. Disbursements
5.3.3.1.1.  Invoices will be paid in a timely manner, generally weekly, and before late penalty   
  charges apply. 
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5.3.3.1.2.  All payments, except petty cash, will be made through online banking and   
  needs to be accompanied by substantiating documentation.     
  Documentation will be an invoice and signed approved payment slip from   
  the appropriate approval signatory.
5.3.3.1.3.  All invoices will be marked with the date received. 
5.3.3.1.4.  Invoices will be reviewed to ensure that the goods were received, or    
  services rendered prior to being entered into the accounting system by the   
  Operations Manager or Treasurer.
5.3.3.1.5.  All invoices require approval by the State Commissioner and are to be    
  attached to the online banking platform or provided to the appropriate    
  authoriser when authorising payments.
5.3.3.1.6.  Online payments will be approved by the signatories holding the PIN    
  security devices. 

5.3.4  Approval Thresholds
5.3.4.1.  Expenditure within the Accepted Operational Budget to be approved by the   
  State Commissioner or the Treasurer.
5.3.4.2.  Expenditure not accounted for in the Accepted Operational Budget to be   
  approved by the Board prior to expenditure. This will generally be done at a   
  regular meeting of the Board to allow for discussion but may be agreed to   
  electronically if an urgent decision is required.

5.3.5  Account reconciliations
5.3.5.1.  Bank accounts will be reconciled monthly against the account statement. Other  
  balance sheet accounts (Account Receivable, Accounts payable) will be reviewed  
  quarterly. 

5.3.6  Deposits
5.3.6.1.  All cheques and cash received will be recorded on a log, listing the date received, 
  payer, purpose and amount received. All cheques will be stamped “for deposit  
  only” immediately on receipt.
5.3.6.2.  A deposit record is prepared listing the source of the deposit, source    
  description, date received, amount received and amount deposited for each line  
  item and a total of all funds received and deposited. These funds will not be   
  used to pay for expenses of any kind. Notes are added for any discrepancies. A  
  bank deposit slip will be prepared and a copy attached to the Deposit Record
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Policy Name Fundraising 

Version 001

Approved by the Board on 20th August 2022
Scheduled review date June 2024

1. Policy

1.1. The Board is committed to ensuring that all fundraising activities carried out by GBWA   
 or GBA Companies in WA will be done in an ethical manner. 
1.2. Fundraisers on behalf of other organisations must be approved by the Board.  
1.3. All fundraising done by GBA companies in Western Australia must adhere to this policy   
 and procedures.

2. People

2.1. State Commissioner is responsible to 
2.1.1. Review this policy and bring recommended changes in regards to GBA Policies and   
 Procedures as well as any ethical concerns brought by members.

2.2. Board Member – Finance is responsible to
2.2.1. advise the Board on changes to State Legislation, ACNC requirements and other bodies   
 that require this Policy to be reviewed.

2.3. Operations Manager is responsible to ensure all
2.3.1. Captains and Leaders are aware of these procedures.

3. Procedure

3.1. GBWA will adhere to the following standards:
3.1.1. Fundraising activities carried out by GBWA and GBA companies will comply with all   
 relevant laws.
3.1.2. Any communications to the public made in the course of carrying out a fundraising   
 activity shall be truthful and non-deceptive.
3.1.3. All monies raised via fundraising activities will be for the stated purpose of the appeal   
 and will comply with the GBWA’s stated mission and purpose.
3.1.4. All personal information collected by GBWA is confidential and is not for sale or to be   
 given away or disclosed to any third party without consent.
3.1.5. Nobody directly or indirectly employed by or volunteering for GBWA shall accept    
 commissions, bonuses or payments for fundraising activities on behalf of GBWA.
3.1.6. No general solicitations shall be undertaken by telephone or door-to-door.
3.1.7. Fundraising activities should not be undertaken if they may be detrimental to the good   
 name or community standing of GBWA.
3.1.8. Financial contributions will only be accepted from companies and individuals the Board   
 considers ethical. Companies specifically excluded from making financial contributions   
 to GBWA include pharmaceutical/gambling/tobacco/alcohol companies.  Exclusions are   
 subject to Board review.
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3.2. State Fundraising Projects

3.2.1. The Board will appoint a person to lead specific major fundraisers. This person to report  
 regularly to the Board meetings. 
3.2.2. All major fundraising activities must have the prior approval of the Board, as recorded in  
 Board meeting minutes. 
3.2.3. A statement estimating income and expenses will be prepared prior to the     
 commencement of any new fundraising activity including anything that may present a   
 financial risk to GBWA.
3.2.4. Fundraising activities should not be undertaken if they will expose the GBWA to    
 significant financial risk.

3.3. Company Fundraising Projects.

3.3.1. Companies may hold small (no more than $500 expenditure) fundraisers in their local   
 community as long as all their partner church requirements are met and the standards   
 in this policy are adhered to. 
3.3.2. Companies wishing to hold a major fundraiser must apply to the GBWA Board with full   
 details of the fundraiser including purpose, estimates of income and expenditure and   
 any risks to the organisation including brand.  The application must be accompanied by   
 a letter of support from their partner church.  Approval by the Board must be received   
 before commencement.

4. Papers

 

20th August 2022
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Policy Number C.3
Policy Name Reserve Funds
Version

Approved by the Board on

Scheduled review date

1. Policy

1.1. From time to time, GBWA receives grants and donations which specify their use. These   
 monies will be held separately to the general expenses in a Reserve Fund and only used  
 for the purpose specified.  
1.2. GBWA understands there are times when monies need to be put set aside for future use 
 rather than be a budget item.
1.3. Reserve funds will be established by the Board and include the terms by which the   
 monies can be used.

2. People

2.1. The Board will establish Reserve Funds on an as needed basis.
2.2. Member – Finance is responsible to
2.2.1. Set up the Reserve Fund in the banking system and to draft the terms of use for    
 discussion and acceptance by the Board.
2.2.2. Include the income and expenditure of the funds in the Board Reports and Annual   
 Financial Report.

3. Procedure

3.1 When the Board agrees to set up a Reserve Fund the Terms of Use should be agreed
3.2 Terms of Use to include, Name of Reserve Fund, Purpose of Fund, Opening Balance and   
 where this money is to come from, Who has authority to spend the money and Where   
 any further income is to come from.
3.3 Once the money is spent or it is agreed by the Board that the fund is no longer required, 
 a motion should be passed to close the Reserve Fund and what is to be done with any   
 remaining balance.

4. Papers

4.1. Finance Policies and Procedures
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Reserve Funds

Name of Fund Fonomarae Reserve Fund

Purpose To assist Leaders who are appointed by the GBWA Board 
to lead the WA contingent to GBA Fono’s.

Opening Balance $3319, to come from current Fono Reserve Fund.

Authority to spend Motion by the GBWA Board

Further Income Part of any future budget surplus could be directed to this 
reserve.

Name of Fund Building Reserve Fund

Purpose To cover small maintenance projects to maintain our 
Office.

Opening Balance

$1224, to come from current Building Reserve Fund.

$264, to come from current Computers Reserve Fund

$500, to come from current Plant and Equipment Reserve 
Fund

Authority to spend Motion by the GBWA Board

Further Income Part of any future budget surplus could be directed to this 
reserve.

Name of Fund Archives Reserve Fund

Purpose To ensure Archive material is correctly stored and/or 
displayed.

Opening Balance $720, to come from current Archives Reserve Fund.

Authority to spend Motion by the GBWA Board

Further Income Part of any future budget surplus could be directed to this 
reserve.

Name of Fund WA Queens Award Reserve Fund

Purpose To cover costs of running QA in WA.

Opening Balance $792, as already agreed to by the GBWA Board.

Authority to spend State QA Co Ordinator plus one other Board member.

Further Income Girls applying to enter the QA will pay a non refundable fee 
which will be held and used through this fund.
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Name of Fund New Company Assistance  Reserve Fund

Purpose

To assist new companies using the monies received from 
companies that have closed as per Policy D3 Opening and 
Closing of GBA Companies in WA.

Each new company will receive $200 from this fund to 
assist with starting up the company.

Company ipad for new companies could be funded from 
this reserve fund.

Opening Balance $2323, to come from current Company Assistance Reserve 
Fund. 

Authority to spend Motion by the GBWA Board

Further Income Part of any future budget surplus could be directed to this 
reserve.

Name of Fund National Travel Reserve Fund

Purpose

Opening Balance $5529, to come from current National Travel Reserve Fund. 
Fund

Authority to spend Motion by the GBWA Board.

Further Income Part of any future budget surplus could be directed to this 
reserve.

Name of Fund Leadership Reserve Fund

Purpose To run the Leadership program in WA

Opening Balance $12990.62, as already agreed to by the WA Board, to start 
up the program.  

Authority to spend State Leadership WA Co Ordinator and one Board member

Further Income Leadership WA will charge fees to cover expenses.

Name of Fund Duke of Edinburgh’s  Reserve Fund

Purpose To run Duke of Edinburgh program in WA for GBWA 
members.

Opening Balance

Authority to spend State D of E Co Ordinator and one Board member

Further Income GBWA will charge fees to cover expenses.
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Policy Number D.1

Policy Name Policy and Procedures 

Version 002

Approved by the Board on June 2023
Scheduled review date June 2025

1. Policy

1.1. GBWA recognises the need for a clear process for creating, passing, and    
 implementing policy and procedures.  Policy and Procedure documents should be  
 based on a uniform template and gathered together as a policy manual. 
1.2. The purpose of this policy is to:
1.2.1. Lay down a template for all policies and procedures;
1.2.2. outline a standard procedure for policies and procedures to be taken from their first  
 draft through to implementation; 
1.2.3. specify those responsible for authorisation and review 
1.2.4. illustrate a typical usage of the template.
1.3.  Fundamental decisions as to the aims, goals and mission of the organisation must  
 be approved by the membership at a general meeting. These will be consistent with  
 those of GB Worldwide and GBA.

2. People

2.1. The Board is responsible to
2.1.1. instigate and develop all policies and procedures
2.1.2. ensure that proper procedures for the development, consultation, acceptance,   
 recording, and implementation of every policy are designed and adhered to.
2.2. Leadership members are responsible to 
2.2.1. present to the Board ideas for further policies that are required.
2.2.2. Inform the Board if the procedures for a Policy are not working at a Company or   
 Regional level.
2.3. The Operations Manager is responsible to
2.3.1. Advise the Board on developing procedures for new Policies.

3. Procedures.

3.1. New Policy
3.1.1. The Board, a committee, or a general meeting will identify the need for a policy   
 document, or for the revision of an existing policy document.
3.1.2. The Board will discuss need and if a new policy or revision of current policy is   
 required, will then identify an author.
3.1.3. The author will consult with interested members, relevant staff, and persons   
 knowledgeable in the area.  Consultation may take the form of casual conversations,  
 formal meetings, policy development workshops or email forums.
3.1.4. The draft policy should be circulated to interested parties and relevant stakeholders  
 for comment.  
3.1.5. Sufficient time must be allowed for full consultation and deliberation by the Board.
3.1.6. The author will consider any feedback received and will create a final draft for   
 presentation to the Board.  This should be accompanied with notes on any feedback  
 that was unable to be incorporated, to allow consideration of other issues raised but 
 not included.
3.1.7. The Board will accept the policy, defer it, reject it, return it to the authors for   
 amendment, or assign further revision to other authors.
3.2. Review of Policies
3.2.1. All policies will be reviewed by the Board at least every two years.
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3.3. Acceptance of New and Reviewed Policies
3.3.1. Policies and procedures that are classified as Mission and Values (Policy section A) can   
 only be accepted, changed or moved to another Policy section by a majority vote at an   
 AGM or special meeting called for that purpose.
3.3.2. All other policies can be accepted, changed or moved to another Policy section by a   
 majority vote of the Board.  A list of these changes should be presented to the AGM for   
 their information.
3.3.3. Following acceptance, the policy shall be added to the Policy Manual as Version 1. All   
 subsequent revisions shall be numbered accordingly (e.g. Version 2, Version 3, etc.
3.4. Policy and Procedures Format
3.4.1. All policy documents will adhere to a standard policy template (which this document is   
 based on).  The format of the policy template will include the following headings:

Heading Definition

POLICY NUMBER
Each policy document has a unique number, this is 
referred to in the contents page of the policy 
manual.

POLICY NAME A few unique words that describe the general 
subject matter of the policy.

VERSION NUMBER

When a policy is being drafted, its Version Number 
is “000”.  Once passed, it becomes version “001”.  
Following scheduled or other revisions, this 
number increases by one.

PASSED BY THE BOARD or AGM ON: This is the date that the Board approved the policy.

SCHEDULED REVIEW DATE: All documents will be reviewed every 2 years.

POLICY The actual content of the policy; the details of the 
position held by the organisation on the topic.

PEOPLE
Identifies who is responsible for adhering to, 
implementing, and monitoring relevant aspects of 
the policy or procedure.

PROCEDURES Outlines how the policy is implemented on a day-
to-day basis.  

PAPERS

Identifies any other documents that are relevant or 
important to the policy.  While all written material 
within the organisation is related in one way or 
another, there will often be particular documents 
that should be read in conjunction with the policy.  
Examples may include other policies, Acts of 
Parliament (or sections of relevant text), the 
organisation’s constitution (or sections of relevant 
text), etc.  Not all policy documents will have 
Papers.

AUTHORISATION Certifies that the policy has been through all 
necessary procedures and is now in force.
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4.  Papers

 

17th June 2023
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Policy Number D.2

Policy Name Regions 

Version 002

Approved by the Board on June 2023
Scheduled review date June 2025

1. Policy

1.1. GBWA values the importance of community within the organisation for support and  
 encouragement of Leaders as well as for communication and sharing of resources.  To 
 support this all companies will be placed in a Region under the care of a Regional   
 Coordinator.

2. People

2.1. The Board is responsible
2.1.1. To allocate new companies to regions
2.1.2. To regularly review composition of Regions

2.2. The State Commissioner is responsible
2.2.1. To Liaise with the Regional Coordinators on the well being of the Leaders in the   
 Region,
2.2.2. To communicate Vision and Strategic direction to the Regions.
2.2.3. To listen to and report back to the Board on concerns of the Leaders, suggestions for  
 change, resource and training needs.
2.2.4. To visit each region at least annually at a suitable event

2.3.    Board Member – Youth Development
2.3.1.  To support Regional Coordinators in their role, providing mentoring and
   suggesting training opportunities and resources.

2.4. Regional Coordinators are responsible
2.4.1. To communicate regularly with the Leaders within their region and liaise with the   
 State Commissioner regarding the state of the region, concerns raised by Leaders  
 and ideas for training and possible resources.
2.4.2. To arrange at least three opportunities a year for the Leaders in the Region to meet  
 together, either face to face or electronically, for fellowship, spiritual teaching and  
 sharing of resources. Notes or minutes from these gatherings should be held in the  
 GBWA Regions area on the GBA electronic platform.

2.5. State RMO is responsible to 
2.5.1. Arrange for each company to be visited each year to complete Company Assessment  
 Form.

3. Procedures

3.1. Appointment of Regional Coordinator, Secretary and Treasurer
3.1.1. Regions will appoint a Regional Coordinator, and if desired a Secretary and Treasurer  
 can be appointed.
3.1.2. The appointments will be made at a face-to-face event or by email as agreed by the  
 voting members of the Region.  
3.1.3. The Operations Manager must be notified of these appointments within twenty   
 eight (28) days of the appointments.
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3.1.4. The position of Regional Coordinator must be held by a Leadership member of GBA.
3.1.5. The position of Secretary and Treasurer may be held by a Leadership or an Associate 
 member after completing the GBA Application to be an Associate Member form.
3.1.6. These positions will be for a two (2) year term commencing January 1st of the year  
 following appointment.
3.1.7. Leaders may serve up to three (3) consecutive terms in a position, before standing  
 down for twelve (12) months from that position.
3.1.8. If a Regional Coordinator is not appointed, the Board will appoint a Regional   
 Coordinator.

3.2. Appointment of Regional Chaplain
3.2.1. Regions will appoint a Regional Chaplain to provide spiritual Leadership and support 
 for the Leaders in the Region..
3.2.2. The appointment will be made at a face-to-face event or by email as agreed by the  
 voting members of the Region. 
3.2.3.  The Operations Manager must be notified of this appointments within twenty eight  
 (28) days of the appointment.
3.2.4. This position must be held by Leadership Member or Associate member of GBA   
 after completing the GBA Application to be an Associate Member form.
3.2.5. This position will be for a two year term commencing January 1st of the year   
 following appointment.
3.2.6. Chaplains may serve up to three (3) consecutive terms in this position, before   
 standing down for twelve (12) months from this position.
3.2.7. If a Regional Chaplain is not appointed, the Board will appoint a Regional Chaplain.

3.3. Regional Events
3.3.1. Regions may run events for the girls and Leaders in their region.
3.3.2. The Regional Coordinator is responsible to ensure a P2P is submitted in sufficient  
 time prior to the event. The Regional Coordinator, in conjunction with the Operations 
 Manager is responsible to set up an Operoo group for the event. 
3.3.3. The following people must have access to the Operoo group as per P2P
•  Main Contact
•  Alternate Contact
•  First Aider in Charge.
3.3.4. The Regional Coordinator must submit a budget to the Board for approval before   
 the event can proceed. 
3.3.5. Regions that hold a bank account must provide an annual financial year statement of 
   income and expenditure to the board.

4. Papers

4.1  Company Assessment Form - to be written

 

17th June 2023
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Policy Number D.3

Policy Name Opening and Closing of GBA Companies 
in WA 

Version 002

Approved by the Board on June 2023
Scheduled review date June 2025

1. Policy

1.1. GBWA values our partnering churches and this policy gives the steps for churches  
 to open a company and partner with GBWA in joint mission.
1.2. GBWA values our partnership with GBA and will follow their Policies and Procedures  
 in Opening and Closing of GBA companies.
1.3. GBWA values safety of all members and this policy will ensure the GBA SMO policies  
 and procedures are known by all partnering churches and followed by GBWA   
 companies.
1.4. GBWA understands that a GBWA company is not always going to be part of a   
 church’s ongoing mission focus and so this policy outlines the procedure for closing  
 a company.

2. People

2.1. The Board is responsible to
2.1.1. Review and update this policy in line with changes to legislation     
 regarding child safe organisations and GBA policies and procedures.

2.2. State Commissioner responsible to
2.2.1. Assist Companies and their partner church to understand and follow the GBA Child  
 safe policies and procedures.

3. Procedure

3.1. GBWA understands that each church and company will be unique in its development 
 however there are minimum requirements that are needed before a company can  
 open.  It is important to keep regular and clear communication between GBWA and  
 the Church.

3.2. Opening

3.2.1. Prior to Company commencement the Opening Company checklist (Appendix E.2.a)  
 should be completed.
3.2.2. Once the checklist has been completed, the State Commissioner to notify, in writing, 
 to the Church and Captain that company meetings may start.
3.2.3. Full details for each girl should be collected on their first night, following the GBA   
 Privacy policy.  Information about Operoo to be given to parents and requested to  
 register girls before the next meeting.
3.2.4. Check In and Out procedures must be started from the first meeting and include all  
 girls, Leaders and visitors.
3.2.5. Mentors and Regional Coordinators are encouraged to attend for the first few   
 weeks to give support, encouragement and be an extra helper if numbers exceed  
 expectations.
3.2.6. Proposed Leaders should continue with any further training modules required by   
 the 'New Leader Procedure'.  They are encouraged to attend regional    
 meetings either face to face or online to share with other Leaders.
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3.2.7. The partnering church is asked to set aside time in a Church service to acknowledge the 
 commencement of the company, enrol the girls and Commission the Leaders.  This is a   
 great opportunity to invite a State representative to come and share the Vision of GB   
 with the Church membership and to acknowledge the partnership of GB and the    
 Church.
3.2.8. New companies are waived from the first instalment of State fees after commencement 
 date.  A donation of $200, from the  reserve fund - Company Assistance Fund, will also   
 be made.

3.3. If a Church decides to close their Company
3.3.1. The Regional Coordinator and Operations Manager should be contacted as soon as the   
 church starts considering closure to see if GBWA can help resolve any issues preventing 
 the continuation of that company.
3.3.2. Regional Coordinator, State Commissioner or another GB Leader to be appointed to   
 advise and assist Captain and Partner Church.
3.3.3. If the decision to close is made, girls and Leaders are to be notified and offered details   
 of other local companies so they can transfer.
3.3.4. Company iPad and any other GBWA documents to be returned to Operations Manager.
3.3.5. Girls record forms to be forwarded to Operations Manager.
3.3.6. Girls and Leaders details should be transferred to their new company or archived    
 on Operoo and SMO per GBA Archiving policy
3.3.7. GBA company email address should be archived.  Any Leader GBA email addresses no   
 longer required should also be archived.
3.3.8. All outstanding invoices to GBA and GBWA to be paid and any GBWA property returned.  
 Any remaining monies may be used by the church in whatever way they agree.
3.3.9. An exit interview should be held to allow discussion on any outstanding issues and   
 thanks to be given for the partnership.
3.3.10. Leaders who are resigning should be considered for Certificates of Appreciation if 
  appropriate.  Leader Service Awards should be given if due.

3.4. If a Church with a GB company decides to close the church the 
3.4.1. Operations Manager should be contacted as soon as the church starts considering   
 closure to discuss the future of the Company.
3.4.2. Regional Coordinator, State Commissioner or other GB Leader to be appointed to    
 advise and assist Captain and Partner Church.
3.4.3. GBWA will contact other local churches to see if the company can be transferred to a   
 new partner church.  If so the Opening of a new Company procedure should be followed 
 as far as possible.
3.4.4. If the decision to close is made, girls and Leaders are to be notified and offered details   
 of other local companies so they can transfer.
3.4.5. Girls and Leaders details should be transferred to their new company or archived    
 on Operoo and SMO per GBA Archiving policy
3.4.6. GBA company email address should be archived.  Any Leaders addresses no longer   
 required should also be archived.
3.4.7. All outstanding invoices to be paid and any GBWA property returned including    
 Company iPad.  Any remaining monies should be given to GBWA for further use in   
 Mission.
3.4.8. An exit interview should be held to allow discussion on any outstanding issues and   
 thanks to be given for the partnership.
3.4.9. GBA to be notified that the company has closed and is no longer registered as a GBA   
 company in WA.  Churches may no longer use GBA programmes, uniforms or branding.
3.4.10. Leaders who are resigning should be considered for Certificates of Appreciation if 
  appropriate.  Leader Service Awards should be given if due.
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3.5 A company that has Leaders but does not have 5 girls on the role.
Or
A company that has insufficient Leaders for the number of girls on the roll 
may, if the partner church wants to continue the partnership with GB, go into Recess 
for a period of no more than six (6) months.

3.5.1 During the 6 moths

• The State Commissioner or Board appointed representative will work with the Church and 
the remaining Leaders to resolve the issue that caused the Company to go into Recess

• The State Operations manager will assist with promotions to the local churches and 
community.

• The Company may not meet during this time and the Company roll will be closed.
• Leaders may stay on the State Roll as Supernumerary Leaders or they will need to 

resign.
• Girls may transfer to another company and maintain membership or their name will be 

removed from the roll.
• Company iPad to be returned.
• Once promotion has been done and there is an increase in interest in membership, the 

Opening a new Company checklist will be followed and completed where appropriate.  
Funding for new company is not applicable.

• If after six months the company remains with insufficient members it will be closed as per 
the Policy.

4. Papers

4.1. GBA Leader Training Procedure
4.2. Archive Policy

 

17th June 2023
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Appendix E.3.a – Opening Company Checklist

What Who is responsible? Date 
completed

Enquiry is received about 
commencing a GB company.

Person receiving enquiry 
notifies Operations 

Manager immediately.

Email contact made with the Church 
acknowledging enquiry and

• asks for a suitable date/time for 
GB WA representatives to meet 
with Church Leadership or 
representative.

• Explains we work in partnership 
with BB WA and offer to have a 
representative at the meeting.

Copy of BB/GB  Joint
brochure sent to Church

Operations Manager within one 
business day of receiving enquiry.

Operations Manager within one 
business day of receiving enquiry.

Arranges introductory meeting with 
Church and two GB WA Leaders, at 
least one to be Operations Manager 
or State Commissioner or other 
Board member.  This meeting may be 
face to face or online.

Advises BB WA of meeting.

Operations Manager

Operations Manager

Church completes GBA MOU. Partner Church

GBA Operations Manager notified of 
details of MOU with partner church, 
leaders names and company name 
for titles.

Operations Manager

• Captain and Leaders appointed by 
church

• All Proposed Leaders commence 
'New Leader Procedure'.

• At least one Leader has Senior 
First Aid.

• Any current Leaders should have 
their details transferred to the 
new company.

Church, Leaders
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What Who is responsible? Date 
completed

Mentor allocated to Captain. State Commissioner

Company is allocated to a Region, 
Regional Co-ordinator notified. Operations Manager

Regional Coordinator will contact the 
Captain welcoming them to the 
Region and information regarding the 
next Regional meeting.

Regional Coordinator

iPad allocated to Company. Operations Manger

Church and Leaders decide meeting 
night and times, Fees Church, Leaders

• Captain to receive Company email 
address

• All Leaders to receive GBA email 
address

Operations Manager

Leaders to have completed training 
per 'New Leader Procedure',  
submitted an Application to be a 
Leader and signed the Code of 
Conduct.

Training Coordinator

Captain to complete Permission to 
Proceed for company evenings. Captain

Once RMO approves P2P and date for 
first company meeting is announced 
the Company is considered 
commenced.

RMO

GBA Operations Manager notified 
of details of company 
commencement.  Details of 
affiliation service should also be sent 
to GBA Operations Manager once 
they are known.

Operations Manager
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Appendix E.3.b : Memorandum of Understanding

 

February 2021  Memorandum of Understanding 

 

 

 

 

 

 

MEMORANDUM OF UNDERSTANDING 

 

Between 

Name Girls Brigade WA  
 
As members of the Girls' 
Brigade Australia.   

And Name  

 
ABN 

 
43 477 238 086 

ABN  

Address 2/407 Great Eastern Hwy, 
Redcliffe 6104 
 
PO Box 109 Belmont, 6984 

Address  

 

COMPANY NAME :  

 

Background 

Girl's Brigade WA as part of Girls’ Brigade Australia, works together with Churches, Parishes, Fellowships or 

Missions* to deliver a whole of life development program to girls within their local community.  (*hereafter 

referred to as the Church) 

Purpose of Memorandum of Understanding (MOU) 

The purpose of this MOU is to outline the responsibilities of Girls’ Brigade and the parameters for the 

Church, to operate a Girls’ Brigade ministry group. 

Girls’ Brigade Program and Activities 

Girls’ Brigade WA provides programs and activities for school aged girls. Girls’ Brigade WA offers leadership 

training programs for teenage girls and women.  

Girls’ Brigade WA uses programs and resources produced by Girls’ Brigade Australia that remain the 

proprietary property of Girls’ Brigade Australia. These programs and resources may be only be used by 

leaders registered with Girls’ Brigade for the purpose of running Girls’ Brigade ministry activities. 

 

Responsibility for the Girls’ Brigade Ministry Group 
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February 2021   Memorandum of Understanding 

A Girls’ Brigade ministry group can only operate as part of the Church and must be authorised by the 
Church to do so. The Church accepts responsibility for its Girls’ Brigade ministry group.  

Girl’s Brigade and the Church will work together to see ‘Girls’ lives transformed; God’s world enriched’.  

Subject to compliance with the Constitution, policies and procedures of Girls’ Brigade Australia, and the 
relevant Girls’ Brigade State Body, the Church is responsible to oversee all operations of the Girls’ Brigade 
ministry, Geraldton. 

 

Starting a Girls’ Brigade Ministry Group 

The Church can commence operating a Girls’ Brigade ministry group only upon receiving approval from 
Girls’ Brigade WA.  

 

Running a Girls’ Brigade Ministry Group 

Continuing operation of a Girls’ Brigade ministry group, the use of the name of Girls’ Brigade, and the Girls’ 
Brigade Australia program and resources, policies and procedures, is dependent on Girls’ Brigade WA being 
satisfied, on a continuing basis, that the standard and requirements of operating a Girls’ Brigade ministry 
group are being met. 

 

The Church's Responsibilities 

The Girls’ Brigade ministry group is an integral part of the ministry of the Church. 

The church:  

• Is responsible for the oversight of the Girls’ Brigade ministry group subject only to the constitution 
and policies of Girls’ Brigade Australia and Girls’ Brigade WA. 

• Approves the appointment of the leaders and captain/team leader who are responsible for 
delivering the ministry’s activities. 

• Approves the appointment of the group’s chaplain. 
• Ensures that the Girls’ Brigade ministry leaders complete the appropriate training as required by 

Girls’ Brigade and any additional training from the church, prior to commencing involvement in the 
group. 

• Ensures the Girls’ Brigade ministry leaders maintain appropriate training for their position as 
leaders of a children’s ministry including meeting WA child protection legislation. 

• Ensures the Girls’ Brigade ministry group meets its financial obligations to Girls’ Brigade WA with 
prompt payment of accounts. 

• Ensures, in the event of closure, that all debts are paid with company funds to Girls’ Brigade. 
Distribution of remaining monies, equipment and other assets will be discussed between Girls’ 
Brigade WA and the Church 

 

 

Girls’ Brigade WA’s Responsibilities 

Girls' Brigade WA: 
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• Authorises the church a non-exclusive license to use the Girls' Brigade Australia program and 
branding for the purposes of running their Girls’ Brigade ministry group, as long as the Girls' 
Brigade ministry remains approved and registered with Girls' Brigade WA;  

• Delivers Girls’ Brigade and ChildSafe training for Girls’ Brigade ministry leaders as required by Girls’ 
Brigade Australia.  

• Provides Girls’ Brigade Leaders access to the Girls' Brigade Australia program including all 
developments and improvements. 

• Provides other support and assistance to the Church as Girls’ Brigade WA considers necessary or 
desirable for the effective running of the Girls' Brigade ministry group. 

• Facilitates events and activities which promote leadership development, fellowship, and 
networking at the local, regional, state, national and international levels. 

 

 

 

Leadership Requirements 

• Each ministry group must ensure that there are adequate numbers of suitable leaders, approved by 
the church leadership, leading the Girls’ Brigade ministry group. All child protection legislation must 
be adhered to by all individuals involved in the ministry group. This includes a verified WA working 
with children check. 

• The leaders are to maintain current training in all aspects of Girls’ Brigade Australia training 
including child safety. 

• All ministry group leaders are required to be registered with Girls’ Brigade Australia. Registration is 
renewed annually, and leaders are required to sign and comply with the Girls’ Brigade Australia 
Code of Practice. 

• Each time the ministry group gathers, accurate records must be kept of all participants present, 
including leaders, girls and any visitors. A permanent copy of these records must be accessible by 
both the church and the Girls’ Brigade. 

Each ministry group must complete and submit appropriate risk assessments for approval for all 
activities and review the risk assessments regularly. 

 

 

Disputes 

Any dispute that cannot be resolved between the parties by discussions in good faith, will be referred for 
mediation.  
 

 

 

 

 

Amendment 

This MOU may be amended at any time by agreement in writing. 
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__________________________________________________________________ 

In signing this MOU we, the church representatives, and the Girls’ Brigade WA agree 

• That all compliance paperwork including this MOU is signed by an official of the church prior to 
commencement of the Girls’ Brigade ministry group. 

 

Executed as a Memorandum of Understanding 

Signed on behalf of Girls’ Brigade WA   

Signature: _________________________ 

Name: _____________________________ 

Position: __________________________Date: ______________ 

 

Signed on behalf of  

Signature: _________________________ 

Name: _____________________________ 

Position: __________________________ Date: ______________ 

 

Two copies of this document are to be signed by a representative from BOTH parties: either in electronic or 
hard copy format. The church and Girls’ Brigade WA office must retain copies.  An electronic copy will be 
provided to Girls' Brigade Australia for record purposes.  
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Policy Number D.4

Policy Name Membership 

Version 002

Approved by the Board on June 2023
Scheduled review date June 2025

See also Constitution point 6 Membership

1. Policy

1.1. GBWA values their partnership with GBA and will therefore align their membership  
 policies with those of GBA.
1.2. GBWAvalues the importance of well trained, resourced and supported Leaders in their 
 companies.

2. People

2.1. State Commissioner is responsible
2.1.1. To notify the Board of changes to the National Constitution and/or Policies that reflect  
 a change in the membership requirements of GBA.

2.2. The Board is responsible to
2.2.1. Recommend changes to the Constitution or make changes to the Policies in line with  
 GBA changes.

2.3. Leadership members are responsible to
2.3.1. Continue their spiritual development and regularly attend church.
2.3.2. Maintain their GB training and other training as appropriate.
2.3.3. Remain accountable to and under the authority of the partner church.

3. Procedures

3.1. All Leaders are responsible for the payment of their State, National, Fellowship and  
 International fees as set by these bodies. These fees will be invoiced directly to the  
 company or in the case of Supernumerary Leaders, directly to the Leader.

3.2. Captains (Voting Members – see Constitution 6.1)
3.2.1. Leaders who are appointed by the partner church to be the Captain of their company.
3.2.2. Must complete Level 2 training before taking on this position and continue personal  
 and spiritual development. They remain accountable to the partner church.

3.3. Leadership members (Constitution 6.2)
3.3.1. Non-voting members who are over 18 years of age, have completed Level 2 training  
 and have their names on the State register and company roll.

3.4. Assistant Leadership Members (Constitution 6.2) 
3.4.1. Non-voting members who are over the age of 18, have their names on a State register  
 and company roll and
•  have only completed Level 1 training or
•  Do not meet the partner church requirements for a full leadership role.
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3.5. Supernumerary Leaders
3.5.1. Leadership members who are not active in a company and whose name does not   
 appear on a company roll, may continue to be a non-voting member only if they hold an  
 International, National, State or Regional position, including GBA or GBWA Board or  
 committee member.
3.5.2. They need to notify the Operations Manager and have their names and position   
 recorded on the State register.
3.5.3. They remain accountable to the State Commissioner for ongoing personal and spiritual  
 development including regular church attendance.

3.6. Associate Members
3.6.1. Persons who have been elected or appointed to hold office in GBWA but are not   
 Leadership members.
3.6.2. They must complete the GBA Application to be an Associate Member form, prior to the  
 election or appointment.
3.6.3. They do not pay fees and have no voting rights but may attend the AGM and speak.

3.7. Life Members of The Girls’ Brigade Australia who reside in Western Australia.
3.7.1. Will be invited to all GBWA Events and GBA events held in WA.
3.7.2. Will receive a copy of the GBWA Annual report.
3.7.3. They do not pay fees and have no voting rights but may attend the AGM and speak.

4. Papers

 

17th June 2023
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Policy Number D.5

Policy Name Appointment of Leaders 

Version 000

Approved by the Board on

Scheduled review date

This policy and procedure is being developed as part of a review of all 
aspects of our Child Safe Organisation.
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Policy Number D6

Policy Name GBWA Leaders Service Acknowledgment 

Version 002

Approved by the Board on June 2023
Scheduled review date June 2025

1. Policy

1.1. GBWA values Leaders and wishes to acknowledge their contribution to GBWA.
1.2. GBWA values Leaders who serve at a National level and the Board will apply for   
 acknowledgment by GBA as appropriate.
1.3. GBWA will generally not make application for Australia Day Honours and similar but  
 will consider supporting a personal nomination if requested.

2. People

2.1. All Leaders are able to recommend another Leader for the following awards as   
 determined by the procedures covering the award.
2.1.1. Life membership of GBA (see GBA Policies and Procedures - National and    
 International Awards)
2.1.2. National Award (see GBA Policies and Procedures - National and International   
 Awards)
2.1.3. Leaders Service Award (see GBA Policies and Procedures - National and International  
 Awards and GBWA procedure below)
2.1.4. GBWA Certificate of Appreciation (see procedure below)

2.2. The Board is responsible to
2.2.1. Review this procedure in response to changes to the GBA policies and procedures  
 for National and International Awards.
2.2.2. Administer the GBA Leaders Service Awards and GBWA Certificate of Appreciation.
2.2.3. Determine the application process for GBA Leaders Service Awards in WA and GBWA  
 Certificates of Appreciation.
2.2.4. Approve the design of the GBWA Certificate of Appreciation. 
2.2.5. Apply, when appropriate, for WA Leaders to receive GBA National Award or GBA Life  
 Membership

2.3. Operations Manager is responsible to
2.3.1. Maintain a record of all WA Leaders awarded with awards listed above in 2.1.1 and  
 2.1.2
2.3.2. Maintain a record of WA Leaders presented with GBA Leaders Service Awards and  
 GBWA Certificates of Appreciation.

3. Procedure 

3.1. GBA Leaders Service Awards
3.1.1. The Operations Manager will maintain the State register of Leaders including the   
 date their name was added to the register.
3.1.2. At the end of each year, the Operations Manager will check the register for Leaders  
 who have completed five (5) years or multiples of five (5) years’ service during the   
 year.
3.1.3. The Operations Manager will arrange for Certificates and Badges to be available.
3.1.4. The Board will determine a suitable time to present the awards as per the national  
 procedure.
3.1.5. Leaders are responsible for wearing the award as per the national procedure.
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3.2. GBWA Certificate of Appreciation
3.2.1. The term Leaders will mean all Leaders under the GBWA Constitution, Point 6.1 and 6.2 
 and will include Board members Point 6.2.3.
3.2.2. The Operations Manager will maintain the State register of Leaders including the date  
 their name was added to the register.
3.2.3. At the end of each year, the Operations Manager will check the register for Leaders  
 who have resigned (see 6.5 of Constitution) and notify the Board of eligible Leaders.
3.2.4. As appropriate, a Board member/s to complete the application form (Appendix D.6.a)  
 in discussion with Leaders who have served with the proposed recipient/s.
3.2.5. Leaders are eligible if they meet the following three requirements
•  retired/resigned as per 6.5.1 and 6.5.2 of the constitution
•  have completed at least ten (10) years of active service.
•  Demonstrated support of the GB Aim, vision and principals
3.2.6. The Operations Manager will arrange for Certificates to be available.
3.2.7. The Board will determine a suitable time to present the awards. 

4. Papers

4.1. GBA Policies and Procedures

 

17th June 2023
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Year Name added to State Register:

Positions held
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
________________________________________________

Details of Regional Service (if applicable) 
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
________________________________________________

Details of State Service (if applicable)  
__________________________________________________________________
__________________________________________________________________
________________________________

Details of Personal Qualities shown during Service
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
________________________________________________

Application presented to Board Meeting  ____________________(date) and 
accepted/declined.
Date of presentation__________________________________________
Note – if application not accepted the reason why to be recorded in the Board 
meeting minutes.

Appendix D.6.a

Application for GB WA Certificate of Appreciation.
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Policy Number D.7

Policy Name International and National Awards for 
Girls

Version 002

Approved by the Board on June 2023
Scheduled review date June 2025

1. Policy

1.1. GBWA values the achievements of all girls.
1.2. GBWA will celebrate the achievement of girls achieving National and International  
 awards.

2. People 

2.1. All Leaders are able to recommend girls for the following GB International awards -  
 as determined by the procedures covering the award.
2.1.1. Endurance Award (see GBA Policies and Procedures - National and International   
 Awards)
2.1.2. Distinguished Service Award (see GBA Policies and Procedures - National and   
 International Awards)

2.2. QA State Coordinator is responsible
2.2.1. to oversee the QA programme including the submission of final folders. 

2.3. State Commissioner is responsible to
2.3.1. Oversee the application process for Pioneers applying for Pioneer Pin.

2.4. The Board is responsible to
2.4.1. Review this procedure in response to changes to the GBA policies and procedures  
 for National and International Awards.
2.4.2. Arrange a suitable annual event to present girls with International and National   
 awards. 

2.5. Operations Manager is responsible to
2.5.1. Maintain a record of girls who have achieved International and National Awards.

3. Procedure

3.1. All GBA procedures for International and National Awards will be followed.
3.2. Members who, through GB, have achieved any level of The Duke of Edinburgh's   
 International Award during the year, may be acknowledged at the annual    
 presentation event.

4. Papers

4.1. GBA Policies and Procedures – National and International Awards.

 

17th June 2023
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Policy Number D.8

Policy Name Meeting Procedure

Version 002

Approved by the Board on June 2023
Scheduled review date June 2025

This policy covers all general meetings held by GBWA including special general meetings 
and AGM (Constitution 11.1). It is also the guidelines for Regional and committee meetings if 
not covered in their TOR.

1. Policy

1.1. GBWA acknowledges that it is important that meetings are conducted well so that:
1.1.1. in making decisions, proper regard can be had to the views of all members and   
 partner churches.
1.1.2. decisions can be made efficiently and expeditiously, with due respect for the time  
 and commitment of members of GBWA and members of the Board.

2. People

2.1. The Board member – Governance is responsible 
2.1.1. to ensure the policies and procedures surrounding the running of all meetings of the  
 organisation are followed.
2.1.2. To recommend changes to this policy and procedures as required.

2.2. The State Commissioner is responsible to
2.2.1. Support the Board Member – Governance, to ensure the GBWA meetings are run   
 following this Policy.
2.2.2. support and assist the Regional Coordinators, who wish to run a formal Regional   
 meeting based on these guidelines.

2.3. Operations Manager is responsible to
2.3.1.  follow the procedures to ensure the efficient running of the meeting.

2.4. The Chair of any meeting is responsible to 
2.4.1. conduct the meeting according to the Standing Orders (see Appendix A), and any   
 other resolution of the Board.

3. Procedures

3.1. The Chair of the meeting will be as laid down in the Policies and Procedures   
 Handbook.  Subject to anything in the Constitution or Polices and Procedures
3.1.1. If the Chair is absent from a General Meeting or a Board meeting, or are unable to  
 preside, or decline to preside, the Members present must elect one of their number  
 to preside as Chair.
3.1.2. Meetings of any Board sub-committees shall be chaired in the manner laid down by  
 the Board in their terms of reference.  
3.1.3. A person should not preside as Chair over the part of a meeting concerning the   
 election of the Chair, nor should the Chair give instructions as to the procedure to be  
 followed, in respect of an election for the position of Chair.  A temporary Chair should 
 be appointed for that purpose to ensure a fair, unbiased election.
3.1.4. The Chair must ask for any Conflicts of Interest and determine which members are  
 eligible to vote.
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3.1.5. Where the Standing Orders are ambiguous or contestable or silent, and there are no  
 other Board directions given on the subject, the Chair has discretion to rule as to the  
 practices to be followed.
3.1.6. Where there is continuing disagreement on any ruling by the Chair, any member may  
 move a motion of dissent to the Chair’s ruling. If this motion is seconded a vote shall  
 be taken. If the motion of dissent is carried, the Chair’s decision is reversed.  
3.1.7. In exercising his or her discretion, the Chair is to take account of, but is not bound by, 
 Robert’s Rules of Order (http://www.rulesonline.com/).

3.2. Standing Orders
3.2.1. Notice of meeting
•  Notice shall be given of General Meetings to all voting and non-voting members.
•  Meetings may be held face to face or electronically.
•  Notice to include the date, time and venue of the meeting as well as a description of  

 the business to be transacted at the meeting, including nominations for any Board  
 positions being voted on.

•  At least 28 calendar days’ notice to be given but the AGM date should be circulated  
 at the beginning of the year.

3.2.2.  Quorum
•  75% of members eligible to vote constitutes a quorum.
•  Leaders who are appointed by their partner church to be Captain are the voting   

 members. (Constitution 6.1)
•  When a Company has Co-Captains, Team Captains or similar, one Leader is to hold  

 the Company vote for the meeting or AGM Captains may give their proxy to another  
 Leadership member in the company if they are unable to attend the meeting.

•  If no Leaders from a company are attending the meeting, the Captain may give her  
 proxy vote to another Leader who does not already have a vote.

•  Voting members can only hold one vote. (Constitution 11.12.2) 
•  At any point after the opening of a meeting, any member may call attention to the  

 lack of a quorum. The meeting shall then terminate. 
3.2.3   A resolution put to a general meeting that has not yet been passed will be referred  
 to as a “motion”.  In circumstances where one or more members wishes to amend a  
 motion prior to it being passed at a general meeting, the following process should be 
 adopted: 

•  The motion (in its original form) should be put to the meeting by the Chair.
•  A member may propose an amendment to the motion (“the amendment”). 
•  Another member can then second the amendment [subject to the comment below  

 about seconding].
•  The Chair should allow a reasonable opportunity to discussion of the amendment.  
•  The Chair should then call a vote on the amendment.  If the vote passes, the motion  

 will be amended.
•  If a member wishes to make another amendment to the motion, then steps 2 - 5   

 should be followed again.
•  Once all the amendments have been made, the Chair should put the motion to   

 meeting for a vote on whether to pass the motion or not.
In addition, the Chair should not allow any amendment to a motion to be put where:

•  The proposed amendment introduces substantially new subject material.  If the   
 meeting considers subject matters not included in the notice, it could be unfair to  
 members that are not present.  

•  The proposed amendment has the effect of negativing the motion in its original form.
•  There have already been two amendments, unless the Chair in his or her discretion  

 believes there is good reason to allow more.  That is, only two amendments should  
 be moved to any motion, after which the meeting should debate and vote on the   
 motion as amended, unless there is good reason to allow further amendments.

•  The Chair should not allow any motion to be put to a general meeting that is vague  
 or ambiguous.
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3.2.4  Voting on motions

•      Voting will be by show of hands, unless a poll has been requested (Constitution 11.12.4)

•  Where an electronic meeting is being held, written notice of the way a person is voting   
 must be used.

•  A motion shall be declared carried if a majority of members present and voting, vote in   
 its favour.

•   In the event of an equality of votes for and against a motion, the Chair shall have no   
 casting vote and the motion will automatically lapse.

3.2.5  Voting on Elections see also Election and Appointment to Board Policy.
•  Will be held by secret ballot.
•  If there is one nomination for a position they must receive at least 50% of the votes able  

 to be cast at the meeting.
•  If there are two nominations for a position, the nominee receiving the most votes, as   

 long as this is at least 50% of the votes able to be cast at the meeting, will be declared   
 the winner.

•  If there are three or more nominees for a position, the nominee receiving the most votes 
 cast will be declared the winner.

• 
3.2.6  Speaking
•  Members may speak to any motion when granted the right to speak by the Chair. The   

 mover of any motion has the right to speak first on that motion.
•  In speaking to any motion or amendment, members are to confine their remarks strictly  

 to such motion or amendment, and shall not introduce irrelevant matters or indulge in   
 needless repetition. In this matter, the Chair’s ruling is final and not open to challenge.

•  The Chair may place time limits on speakers.
•  The Chair of a general meeting should provide a reasonable opportunity for members to 

 ask questions of any of the Board members.  In all cases, the Chair should consider the   
 purpose of the meeting, the relevance of the questions and whether the meeting is the   
 best forum for the discussion.

• 
3.2.7  Minutes
•  Minutes of any meeting, should if possible be accepted at the meeting.  If not they must 

 be circulated for comment within one (1) week and accepted at the next meeting.  The   
 Minutes will record 

•  the date, time and venue of the meeting; 
•  the names of those present; 
•  the name of the meeting Chair; 
•  any apologies tendered; 
•  any failure of a quorum; 
•  a list of items discussed;
•  any resolutions pertaining to those items; and 
•  details of any declarations of pecuniary interest.
•  Any other matters as requested by the Chair. 

4.  Papers

 

17th June 2023
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Policy Number D.9

Policy Name Election and Appointment to Board 

Version 002

Approved by the Board on June 2023
Scheduled review date June 2025

1. Policy

1.1. GBWA is committed to conducting the election and appointment of Board members in a  
 transparent manner fulfilling all legal and constitutional requirements.

2. People

2.1. The Voting members are responsible to
2.1.1. Elect a State Commissioner (See Appendix E8.1)  and three further Board members (see  
 Appendix E8.2) as their position becomes vacant.

2.2.  The Board is responsible to
2.2.1. Appoint a State Chaplain and a further two Board members as their terms finish.  
2.2.2. Review and update this policy in line with changes to State legislation.
2.2.3. Conduct elections according to the following procedure.

3. Procedure

3.1. The Board and Leadership members will be called to prayer nine months before the   
 election to pray for guidance in the nomination of Board members and the election/  
 appointment of the Board.
3.2. Twelve (12) weeks prior to nominations being called the Board will appoint a Returning   
 Officer and set the closing date for nominations.  
3.3. Job descriptions for each portfolio should also be reviewed and updated at this time and 
 any new ones written. 
3.4. Eight (8) weeks prior to elections, Nominations for the vacant portfolios will be called for.  
 All nominations must be made on the appropriate form and submitted to the Returning   
 Officer by the due date.  Late nominations will not be accepted.
3.5. Four (4) weeks prior to elections all details of nominees to be circulated to all Leaders by 
 the State Office.  Leaders are encouraged to discuss the nominations in their Company   
 and with their Voting delegate.
3.6. Elections will be held during the AGM. The Returning Officer and State Chaplain will   
 count the votes.  The State Chaplain will announce the results at the AGM.
3.7. Successful Board members will not take office until 1st January following the AGM.    
 During this time, if they are not already Board members, they may attend Board    
 meetings as observers and complete the Board Induction process including any required 
 SMO training, refer to Board Induction Policy
3.8. In the event of a position not being filled the Board will discuss calling for further    
 nominations at their next meeting.  A casual vacancy may be declared at this meeting.
3.9. At the first Board meeting following the AGM the Board will make any appointments   
 required. Appointed Board members will not take office until 1st January following the   
 AGM.  During this time, they may attend Board meetings as observers and must    
 complete the Board Induction process.
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3.10. If a sitting Board Member is elected as State Commissioner, she shall finish the calendar  
 year as a Board Member with her current portfolio.  She will commence her term as   
 State Commissioner from January 1st.  A casual vacancy will be declared, and the Board   
 will appoint a suitable person to fill the position.

4. Papers

 

17th June 2023
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Appendix D.9.a
Nomination of State Commissioner Form 

 
State Commissioner: NOMINATION FORM 

 

 

 

We wish to nominate   ______________________________________ for the position of: 

 

State Commissioner – The Girls’ Brigade Western Australia Inc  
 

NB The nomination may only be proposed and seconded by current financial Leadership 
Members of Girls’ Brigade Western Australia. 

 

DETAILS OF NOMINEE AND ACCEPTANCE OF NOMINATION 

I declare that I  

• Am a current financial Leadership Member of The Girls’ Brigade 
Western Australia Inc and  

• accept nomination for the position of State Commissioner of the Girls’ 
Brigade Western Australia. 

 

I confirm that I am  

• At least 18 years of age 
• A natural person 
• Not an employee of Girls’ Brigade Australia or Girls’ Brigade Western 

Australia. 

 

 

 

 Proposer Seconder 

Name (print)   

Email Address   

Signature   

Date   
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State Commissioner: NOMINATION FORM 

 

 

Please indicate your response to the questions below which are prescribed in the 
Associations Incorporations Act 2015 about a person being excluded from being on the 
Board without special approval from the Commissioner for Consumer Protection if they: 

Are you bankrupt or have your affairs under insolvency laws Yes/No 
Have you been convicted of an indictable offence in relation to the 
formation or management of a body corporate in the last five years 

Yes/No 

Have you been convicted of an offence involving fraud or dishonesty 
punishable by at least three months imprisonment in the last five 
years 

Yes/No 

Have you been convicted of an offence under section 127 of the Act, 
where a person has allowed an association to operate while 
insolvent in the last five years  

Yes/No 

  

If elected, I consent to act as a member of the Girls’ Brigade Western 
Australia Inc Board and undertake to fulfil all duties and obligations 
required of the position, including attendance of the Board meetings 
and compliance with the Girls’ Brigade Australia Code of Practice, 
the GBA Constitution, the GBWA Constitution, the GBA Policies and 
Procedures, and the GBWA Policies and Procedures 

 

Full details of the nominee and signature to accept the nomination 

Name  

Email Address  

Mailing Address  

Phone Number  

Signature  

Date  

 

A resume outlining relevant experience, qualities and qualifications to undertake the role 
must accompany this nomination form.   

Please forward this nomination to gbwa@girlsbrigade.org.au 

The nomination must be received by no later than 5:00pm (AWST) on 25th September 2021. 
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Appendix D.9.b
Nomination of Board Member 

 
BOARD POSITION: NOMINATION FORM 

 

 

 

We wish to nominate   ______________________________________ for the position of: 

 

Elected Board Member – The Girls’ Brigade Western Australia Inc Board 
 

NB The nomination may only be proposed and seconded by current financial Leadership 
Members of Girls’ Brigade Western Australia. 

 

DETAILS OF NOMINEE AND ACCEPTANCE OF NOMINATION 

I declare that I  

• Am a current financial Leadership Member of The Girls’ Brigade 
Western Australia Inc and  

• accept nomination for the position of Elected Member on the Girls’ 
Brigade Western Australia Board. 

 

I confirm that I am  

• At least 18 years of age 
• A natural person 
• Not an employee of Girls’ Brigade Australia or Girls’ Brigade Western 

Australia. 

 

 

 

 Proposer Seconder 

Name (print)   

Email Address   

Signature   

Date   
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BOARD POSITION: NOMINATION FORM 

 

 

Please indicate your response to the questions below which are prescribed in the 
Associations Incorporations Act 2015 about a person being excluded from being on the 
Board without special approval from the Commissioner for Consumer Protection if they: 

Are you bankrupt or have your affairs under insolvency laws Yes/No 
Have you been convicted of an indictable offence in relation to the 
formation or management of a body corporate in the last five years 

Yes/No 

Have you been convicted of an offence involving fraud or dishonesty 
punishable by at least three months imprisonment in the last five 
years 

Yes/No 

Have you been convicted of an offence under section 127 of the Act, 
where a person has allowed an association to operate while 
insolvent in the last five years  

Yes/No 

  

If elected, I consent to act as a member of the Girls’ Brigade Western 
Australia Inc Board and undertake to fulfil all duties and obligations 
required of the position, including attendance of the Board meetings 
and compliance with the Girls’ Brigade Australia Code of Practice, 
the GBA Constitution, the GBWA Constitution, the GBA Policies and 
Procedures, and the GBWA Policies and Procedures 

 

Full details of the nominee and signature to accept the nomination 

Name  

Email Address  

Mailing Address  

Phone Number  

Signature  

Date  

 

A resume outlining relevant experience, qualities and qualifications to undertake the role 
must accompany this nomination form.   

Please forward this nomination to gbwa@girlsbrigade.org.au 

The nomination must be received by no later than 5:00pm (AWST) on 25th September 2021. 
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Policy Number D.10
Policy Name Copyright
Version 002
Approved by the GBWA AGM on June 2023
Scheduled review date June 2025

1.  Policy

1.1.  GBWA is responsible for managing its assets, including its intellectual assets, in a  
 way that maximises their contribution to the goals of our Vision and Strategic Plan.
1.2.  Subject to these responsibilities GBWA is committed to the widest possible   
 dissemination of its ideas and findings where these may assist others.
1.3.  The purpose of this policy is to clarify the status of material subject to copyright  
 used by the organisation, and to remove any possible misunderstandings about  
 ownership of copyright.
1.4.  GBWA understands that much of the material used will include GBA images and  
 branding, and therefore will follow the GBA Copyright Policy in addition to this  
 policy.
1.5.  Material created by employees of GBWA, in the course of their employment,   
 irrespective of whether it is created using GBWA facilities or materials, or during  
 normal working hours, will belong to GBWA. What constitutes the course of   
 employment will be determined by the employee’s position description and usual  
 duties.
1.6.  Works by independent contractors and volunteers shall be owned in accordance  
 with the written contract under which the work was created. GBWA shall ensure  
 that there is a written contract for work by an independent contractor or volunteer  
 specifying ownership. At law, unless a written contract specifies otherwise then  
 independent contractors and volunteers will own copyright in everything that they  
 create.

2. People

2.1.   The State Commissioner is responsible to
2.1.1. Notify the Board of changes to the GBA Copyright policy that may effect this  
  policy. 
•   Notify the Board of changes to State legislation that may effect this policy.
2.2.   The Board Member – Governance is responsible to
•   ensure that all Policies and Procedures are in line with those of GBA and State
  Legislation.
2.3.   Operations Manager is responsible to
2.3.1. ensure that every publication of GBWA including any books, brochures and  
  reports contains the following statement: © GBWA, [Year of creation of   
  material]. This statement should not be included in normal business letters,  
  invoices, receipts.
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3. Procedure

3.1.  Use of copyright material
3.1.1. Staff and volunteers of GBWA are required to observe all applicable copyright laws   
  and regulations.
3.1.2. Staff and volunteers of GBWA may use copyright material belonging to or licensed to  
  GBWA only for the purposes of their work for GBWA.
3.1.3. Staff and volunteers of GBWA may not reproduce, publish, distribute or adapt third   
  party copyright material in the course of their work for GBWA without the    
  authorisation of the copyright owner. Generic images may be obtained from a stock
  image supplier (eg Shutterstock or iStockphoto). 

3.2.  Copyright on GBWA materials
3.2.1. All materials produced by or on behalf of GBWA are subject to copyright. Permission   
  to reproduce such materials depends on the category into which they fall.
3.3.   Where it is reasonable to do so, staff and volunteers of [Name of Organisation] should 
  ensure that when reproducing any written material, photograph or illustration, the   
  creator should be acknowledged where it is appropriate to do so

4. Papers

4.1. GBA Copyright Policy (to be written)
4.2 Copyright Template Form (to be written)

 

17th June 2023
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Policy Number D.11

Policy Name Correspondence Policy

Version 002

Approved by the Board on June 2023
Scheduled review date June 2025

1. Policy

1.1. GBWA understands the need to manage all correspondence, keeping that which   
 may be required into the future. The rise to predominance of electronic    
 communication mandates electronic message management systems comparable to 
 existing hard copy filing systems.
1.2. Employees and volunteers of GBWA acquire no rights in any material, electronic or  
 otherwise, created by in the course of their employment, or accessed on GBWA   
 equipment.
1.3. The Policy needs to meet multiple objectives
1.1.1. that important correspondence including emails remain accessible for operational  
 purposes;
1.1.2. that legal document retention requirements are met; 
1.1.3. that Privacy Act obligations to delete certain personal information is complied with.  
 that email retention does not materially degrade IT system performance.

2. People

2.1. The Operations Manager is responsible to
2.1.1. Ensure staff and volunteers are aware of this policy
2.1.2. Any breaches of this policy coming to the attention of the Board are dealt with   
 appropriately
2.2. All staff are to ensure their usage of correspondence conforms with this policy.

3. Procedure

3.1. To help employees determine what information sent or received should be retained  
 and for how long, this policy identifies the broad categories of correspondence   
 processed by GBWA systems and sets out the factors to be considered in setting   
 practice guidelines to be adopted in each case.

3.2. The first step is to consider whether there is a particular legal obligation to retain   
 the email for a minimum period of time.  The email can then be classified as
•  Material of permanent significance (perpetual)
•  Administrative correspondence (7 years)
•  Fiscal correspondence (7 years)
•  General correspondence (1 year)
•  Ephemeral correspondence (retain until read and acted upon, then destroy)

The email should then be retained for the longer of the minimum legal period and 
the period set down in GBWA’s internal classification.

3.3. Classification of Correspondence
3.3.1.  Material of permanent significance to be kept indefinitely includes
•  any material required to be retained in accordance with legal obligations (see   

 further explanation below under the heading, ‘Legal Requirements’);
•  items of historical significance to the organisation; 
•  emails creating or recording permanent legal relationships; and 
•  items recording significant policies or precedents. 
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3.3.2. Administrative Correspondence to be kept for seven (7) years includes
•  confidential management information, 
•  employee-related information, and
•   project-related correspondence. 
3.3.3.  Fiscal Correspondence to be kept seven (7) years to include
•  all information related to revenue and expense for the organisation.
3.3.4.  General Correspondence to be kept for one (1) year to include
•  all information that relates to customer interaction and
•   the operational decisions of the organisation. 
•  The individual employee is responsible for email retention of General Correspondence  

 where this is likely to be of continuing usefulness.  General correspondence may   
 include such things as Instant Messenger Correspondence, which may be saved with  
 the logging function of Instant Messenger, or copied into a file and saved. Instant   
 Messenger conversations that are Administrative or Fiscal in nature should be copied  
 into an email message and sent to the appropriate email retention address.

3.3.5.  Ephemeral Correspondence is by far the largest category and includes personal  
 emails, emails dealing with the work of the day, and emails containing information  
 outdated by events. Staff may destroy this after reading and acting on the material.

3.4. Legal requirements
3.4.1. ACNC requires GBWA to  keep for seven ( 7 years) any written records that correctly  
 records its operations, so as to enable any recognised assessment activity to be   
 carried out.  Ie emails regarding disclosure of conflict of interest, emails discussing the  
 solvency of GBWA.

3.5. Destruction of evidence
3.5.1. In Western Australia under The Criminal Code s 132, it is an offence to wilfully destroy  
 or render illegible any document that is or may be required in evidence in a judicial  
 proceeding, with the intent to prevent it from being used in evidence.

3.6.  Correspondence involving intellectual property
3.6.1. Any correspondence that involves the creation of any significant intellectual property  
 rights shall be retained at the discretion of the Operations Manager
3.7. Correspondence relating to litigation (or anticipated legal proceedings)
3.7.1. When legal proceedings are in process (or reasonably to be anticipated), particular  
 considerations apply to document retention. This would include correspondence   
 relating to any threatened or likely legal action against GBWA, relating to any alleged or 
 likely misconduct by GBWA, its staff or volunteers.  It is the responsibility of the State  
 Commissioner to inform staff should these considerations be applicable and to   
 circulate to staff any relevant changes in policy and procedures.

3.8.  Privacy Act 1988 (Cth)
3.8.1. GBWA will meet its obligations under this Act and in accordance with the GBA Privacy  
 Policy and the GBWA Privacy Policy.

3.9. Storage
3.9.1. It shall be the responsibility of the Operations Manager to maintain backup discs or  
 cloud back-up, and archiving GBWA correspondence, including email messages.  The  
 email server should be backed up at least daily.
3.9.2. Backup disc’s should be rotated and taken off site.

4  Papers  

17th June 2023
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Policy Number D.12

Policy Name First Aid Policy

Version 002

Approved by the Board on June 2023
Scheduled review date June 2025

1. Policy.

1.1. GBWA values the Safety of our Members, participants, volunteers and Staff. 
1.2. GBWA is committed to having Leaders suitably trained in First Aid, together with first 
 aid facilities to administer first aid treatment at Company meetings, State events   
 and in the GB office.
1.3. GBWA is committed to providing a safe and healthy work environment for    
 employees, volunteers, contractors and visitors. 
1.4. GBWA will endeavour to provide appropriate and adequate first aid treatment in the  
 event of a person sustaining a work-related injury or illness.
1.5. GBWA will meet first aid legislative requirements as a minimum standard.
1.6. GBWA will maintain the First Aid facilities at the GBWA Office and will expect Leaders  
 in GB companies to check and if needed maintain the First Aid facilities at the venue  
 where they meet.

2. People

2.1. It is the responsibility of the Board
2.1.1. To ensure regular opportunities are provided for Leaders and Staff to attend First Aid 
 training or to encourage them to use recognised outside providers.
2.2. It is the responsibility of the RMO
2.2.1. to ensure this Policy and Procedures are in line with SMO guidelines and GBA Policies 
 and Procedures.
2.2.2. To ensure this Policy and Procedure remains practical for GB companies in WA.
2.3. It is the responsibility of the Operations Manager to 
2.3.1. Ensure the GB office First Aid kit is regularly checked and equipment replaced when  
 used or expired. 
2.3.2. administer appropriate first aid in accordance with their training;
2.3.3. maintain first aid records as outlined in this procedure;
2.3.4. maintain confidentiality with regard to information obtained as part of their role.
2.4. It is the responsibility of Captains to
2.4.1. Ensure a safe environment for GB nights and events.
2.4.2. Ensure the P2P is completed and approved, including First Aid requirements.
2.5. It is the responsibility of the event coordinator to ensure
2.5.1. Ensure a safe environment for Regional and State events
2.5.2. Ensure the P2P is completed and approved, including First Aid requirements

3. Procedures

3.1. Operations Manager to document all First Aid incidents at the GBWA Office on SMO  
 unless they are occur during an event, in which case the Event organiser is    
 responsible.
3.2. All Leaders First Aid qualifications are to be recorded on SMO.  
3.3. First aid facilities will be easily available in the Office and must be identified with a  
 sign hung directly above. The sign must have a white cross on a green background.  
 The sign must be Australian Standard Compliant (AS1319).
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3.4. The RMO, in consultation with the Operations Manager, will provide a list of items to be 
 included in the first aid kit.  A list of contents will be included in the kit and the kit must 
 be checked monthly by the Operations Manager, who is also responsible to restock as  
 required.
3.5. The contents of the first aid kit must be protected from dust and damage, and be kept 
 in a container which clearly identifies the contents and purpose. The container must be 
 easily recognisable (for example, a white cross on a green background prominently  
 displayed on the outside) and should not be locked.
3.6. In the case of an incident, the following must be recorded on SMO
•  name and location of person;
•  type of injury, if known;
•  assistance provided (as below);
•  urgency of matter; and
•  those assisting must only provide assistance in accordance with their training.

4.  Papers

 

17th June 2023



90

The Girls’ Brigade Western Australia Inc. - Policies and Procedures

Policy Number D.13

Policy Name Pandemic Policy

Version 002

Approved by the Board on June 2023
Scheduled review date June 2025

1. Policy

1.1. GBWA understands that from time to time infectious diseases develop into    
 epidemics or pandemics, and create increased risks for the community. These   
 occasions require specific policies targeted at the particular disease in question and 
 general efforts at preparedness.
1.2. GBWA wishes as far as possible to protect its volunteers, staff and the general   
 public from infection or contagion by epidemics and/or pandemics and will develop  
 strategies designed to reduce these risks 
1.3. GBWA will as far as possible plan for and make advance preparations for the   
 possibility that its operations will be affected by an epidemic or pandemic.
1.4. GBWA will comply with all directions from authorised public health officers and   
 recognised medical authorities in relation to the epidemic or pandemic. 
1.5. In the event of an epidemic or pandemic, GBWA will, as far as possible:
1.5.1. Assist its volunteers, staff and participants to minimise their exposure to the illness  
 concerned.
1.5.2. Support volunteers, staff and participants to take reasonable precautions to   
 prevent infection or contagion and follow Public Health directives.
1.5.3. Will meet its OHS obligations
1.5.4. Maintain its services and operations throughout the period of concern.

2. People

2.1. The State Commissioner will be responsible to
2.1.1. Support the RMO to implement GBA Policies and Government legislation 
2.2. The State RMO will be responsible to
2.2.1. Liaise with GBA regarding their policies and procedures during the pandemic.
2.2.2. Complete Risk Assessments and develop action plans to return to normal    
 operations.
2.3. The Operations Manager will be responsible to
2.3.1. Communicate updated policies and procedures, action plans and government   
 requirements to all members as appropriate.
2.4. The Board Member – Governance will 
2.4.1. review this Policy and Procedures as necessary and in light of any Pandemic.
2.4.2. Assist RMO to develop Policy and Procedure specific to Pandemic
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3.  Procedure

Once a Pandemic is declared the Board will be convened to discuss the implications to GBWA.  

3.1  Leave and Flexibility
GBWA recognises that staff may request or require paid and unpaid leave when they are 
unwell, at risk of or vulnerable to infection, and at risk of infecting others. Workers may 
make use of leave in discussion with the State Commissioner and consistent with 
contracts, relevant industrial instruments and the National Employment Standards 
(including access to unpaid leave).

GBWA may, at its discretion, direct those staff affected or reasonably at risk of being 
affected by the pandemic or epidemic, to remain away from the workplace or work 
remotely. 

3.2  Company meetings once a Pandemic has been announced.
All Company meetings will stop while the Board considers the State Public Health 
requirements.
GBWA will prepare a plan for all companies to follow, this to be done in conjunction with 
their partner church policies and if appropriate the policies covering the venue they meet 
in.
Before continuing with company nights, Companies will complete a P2P outlining any 
increased requirements made due to Pandemic legislation.

3.3  State Events
All State Events will be reviewed by the Board in light of Pandemic restrictions.  
The Board in consultation with the RMO, will decided which events may be held.
A new P2P must be completed and approved before the event is held.

This policy & procedure is not intended to override any industrial instrument, contract, award 
or legislation. 

4.  Papers

 

17th June 2023
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Policy Number D.14

Policy Name
Partnership with the Duke of 
Edinburgh’s International Award 
Foundation 

Version 002
Approved by the GBWA AGM on June 2023
Scheduled review date June 2025

1. Policy

1.1.   GBWA will operate an Award Centre to deliver the Duke of Edinburgh’s International   
  Award program (Award) for girls and leaders registered with a GBA company.
1.2.   GBWA will follow the Sub Licence agreement with Awards WA Inc (AOA)

2. People

2.1.   The Board will
2.1.1.  appoint a Leadership Member as the Award Coordinator at the first Board meeting   
  each year. This is a voluntary position.
2.1.2. Ensure the Award Coordinator maintains the minimum training required by AOA.
2.2.   The Board Member – RMO is responsible to
2.2.1. Check P2P applications for all activities conducted by Leadership members, including 
  the Award Coordinator, for the Award program.
2.3.   The Board Member – Governance is responsible to
2.3.1.  Ensure that Obligations of the Award Centre, detailed in the Sub Licence agreement,
  meet the GBWA Policies and Procedures. 
2.4.   The Board Member – Finance is responsible for
2.4.1. Ensuring the Insurance Obligations as per the Sub Licence.
2.5.   The Award Coordinator is responsible to
2.5.1. Understand and follow the obligations of the Award Centre and Award Coordinator   
  under the Sub Licence agreement.
2.5.2.  Be the main source of information, guidance and support for the participants and   
  their company leaders.
2.5.3. Provide a written report to each Board meeting including any support required to   
  enable them to do the role.
2.5.4. Consistently deliver the Award in line with GBA Values and mission as well as the   
  objectives and requirements of the Award.
2.5.5. Ensure all participants have completed the Participant Application Process 
2.5.6. Ensure volunteers assisting in relation to the Award program, accepts in writing or
  electronically the Award Volunteer Code of Conduct and any requirements under the
  GBA P2P.
2.5.7. Submitting the P2P and any approvals required by AOA for activities run by GBA for
  Award program.
2.5.8. Submitting details of any incidents through GBA SMO and AOA as soon as possible
  after becoming aware of any incidents.
2.5.9. Ensure the GBA Privacy Policy and the Award privacy requirements as listed in the   
  Sub Licence are followed.
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2.6.   The Operations Manager is responsible for
2.6.1.  informing AOA of changes in Award Coordinator.
2.6.2. Ensuring that the licence to be an Award Centre is displayed in a public place at the   
  GBWA office.

3. Procedure

3.1.1. The Award will be promoted by the Award Coordinator and relevant information given
  to Captains at the beginning of each year. Dates of Events to be included on the GBWA
  calendar.
3.1.2. Participants will complete the online participant application process and pay the
  required fee direct to the AOA.
3.1.3. GBWA will offer activities, run by the Award Coordinator, to assist participants achieve
  their Adventurous journey. A fee to cover costs may be charged.
3.1.4. Other activities may be offered through the GBA program run by the participant’s
  company. 

4. Papers

4.1. Sub Licence agreement

 

17th June 2023



94

The Girls’ Brigade Western Australia Inc. - Policies and Procedures

Policy Number D.15
Policy Name Social Media and Online Use
Version 001
Approved by the GBWA AGM on November 2023
Scheduled review date November 2025

1 Policy

 1.1 This policy establishes guidelines and procedures to best manage website and social 
media communications in line with GBA’s Vision, Mission and Values and maintaining our 
brand and reputation.

 1.2 As with all Communications (Policy A.6), GBWA is committed to ensuring that through 
our online presence, we

  1.2.1 Value, nurture and protect young people;
  1.2.2 Champion relationships and connection
  1.2.3 Maintain positive and respectful communication.

 Definitions

 1.3 Official Use: Official use is when an employee, volunteer or affiliated person is using 
social media as a representative of GBWA, from an official GBWA account

 1.4 Personal Use: When an employee, volunteer or affiliated person is using social media or 
developing digital content in a personal capacity rather than officially representing 
GBWA

 1.5 A ‘Participant’ is any girl engaged in a GBWA company, including Pioneers who may have 
already reached the age of 18.

 1.6 A ‘Leader’ is any person who has been placed in a position of authority over GBWA 
participants. This includes

  1.6.1 Visiting or temporary leadersmust sign that they have read this document.
  1.6.2 Young leaders who are not yet 18 but are in a position of authority over other   

 participants

 Scope

 1.7 Websites required to adhere to this policy include those using any form of the GBWA 
name and branding, developed by or on behalf of GBWA.

 1.8 ‘Social media’ includes current and future websites and applications that enable users 
to create and share content or participate in social networking. This field is constantly 
and rapidly evolving, so examples of platforms may include (but are not limited to):

  1.8.1 Facebook
  1.8.2 X (formerly Twitter)
  1.8.3 Pinterest
  1.8.4 YouTube
  1.8.5 LinkedIn
  1.8.6 Instagram
  1.8.7 Snapchat
  1.8.8 TikTok
  1.8.9 Blogs, vlogs and podcasts

 1.9 ‘Content design platforms’ refer to both free and licensed graphic design tools 
including, but not limited to Canva, Affinity and Photoshop. The functionality of these 
applications is to create and edit visual elements for various purposes, including social 
media content creation.

1.10 ‘AI’ refers to the emerging tools including, but not limited to, platforms like ‘Chat GPT’ 
that generate human-like text based on patterns, data and context from the user.
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 2 People

 2.1 The Board is responsible for
  2.1.1 Ensuring leaders’ training includes ChildSafe principles and responsible, safe use of  

 the internet
  2.1.2 Reviewing this policy document in light of the constantly changing digital landscape
  2.1.3 Ensuring collected personal data is protected under the GBA Privacy Policy
  2.1.4 Ensuring their own digital presence is in alignment with this Policy and the GBA   

 Electronic Communication and Social Media Policy.

2.2 Board member - Social Media is responsible for
  2.2.1 Ensuring the GBWA online presence, including social media, is appropriate and in   

 line with GBA Vision, Mission and Values
  2.2.2 Providing strategic advice for the appropriate use of social media channels for   

 community engagement.

2.3 The Operations Manager is responsible for
  2.3.1 Ensuring leaders have signed the Code of Conduct annuallyand notifying the Board  

 of any concerns as soon as they arise.
  2.3.2 Day to day monitoring and updating of the social media pages and websites held by 

 GBWA
  2.3.3 Responding to any feedback or minor complaints received through social media   

 platforms or the website in a timely manner, and escalating issues to the Board   
 when required.

  2.3.4 Securely store all passwords and security measures

2.4 All members (including leaders, participants, volunteers and paid staff affiliated with   
 GBWA in any capacity) are responsible

  2.4.1 to ensure that all electronic communication meets the GBA Code of Conduct, GBA  
 Valuesand GBA Policies.

  2.4.2 to alert either the Operations Manager or the Board Member - Social Media to any  
 inappropriate content they may come across on a GBWA social media account or   
 website.

3 Procedures

3.1 Official use

 3.1.1 We will communicate in a way that honours God, respects others and maintains the  
 integrity of GBA.

 3.1.2 We will not knowingly post incorrect, defamatory or misleading information about  
 our own work, the work of other organisations, or individuals. In addition, we will   
 post in accordance with our Privacy policy.

 3.1.3 Personal or identifying details (e.g. full names, addresses or phone numbers) of   
 participants, leaders, employees or volunteers must not be published online.

 3.1.4 Images of children may only be posted on social networking sites with the    
 authorisation of the child’s parent or legal guardian (permissions to be updated   
 annually at minimum through Operoo).

 3.1.5 Content posted or shared must be in keeping with the image that GBA and GBWA  
 wishes to present to the public, and promote the GBA Vision, Mission and Values.

 3.1.6 Appropriate acknowledgement and credit to the original author/creator must be   
 given when an article of content is shared or posted. When the author is under 18,  
 they and their parent/legal guardian will be given the opportunity to decide how   
 many identifying details they are comfortable with. For example:

  3.1.6.1     “Devotion shared by Mrs Jenny Lastname, Chaplain for Gosnells Company”
  3.1.6.2      “Article written by Jade, 14, Woodvale Company”
  3.1.6.3      “Photos taken by a talented Senior from our Northern region”

 3.1.7 Only individuals authorised by the Board or Operations Manager are permitted to   
 access GBWA social media accounts and passwords to manage content, images or  
 video. If an authorised person ceases employment or service at GBWA, all relevant  
 authorisations are revoked, and passwords changed.
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 3.1.8 There should be no expectations of privacy for any actions performed on social   
 media sites using GBWA accounts.

 3.1.9 Responding to queries (posts by others) whether in public or private messages   
 should be done in a timely manner.

 3.1.10 No posts by others should be deleted unless they breach the page guidelines (ie.   
 by containing inappropriate language or themes, links to spam sites, hateful   
 comments and other behaviours as outlined in this Policy).

 3.1.11 Where possible, profanity filters and blockers should always be set to ‘high’ or   
 equivalent.

 3.1.12 Content design platform licenses purchased by GBWA or GBA should be for the   
 primary use of creating and editing content to be used for the benefit of Girls’   
 Brigade.

 3.1.13 When a content design platform license is made available to an employee,    
 volunteer, or affiliated person, that person should be provided with a copy of the   
 GBA Style Guide and instructed on the appropriate colours, fonts and brand   
 elements to be used.

 3.1.14 If an AI platform is used during the process, any text produced by the AI must be   
 checked and approved by the authorised person, who upon posting will assume   
 responsibility for the content of the post.

3.2 Personal use

 3.2.1 We acknowledge that GBA is relational, and relationship may not end at the end of  
 a Company night. However, leaders and other adults are in a position of trust, and it 
 is essential that we follow Child Safe principles to keep all parties safe.

 3.2.2 All online communication must be conducted openly and accountably.
 3.2.3 All emails must be sent using GBA email addresses.
 3.2.4 Individual connections with participants may only be made through the use of   

 group accounts where more than one adult has full access
 3.2.5 Leaders may not to join (‘follow’ or ‘friend’) a participant’s individual account or give  

 a participant access to their own personal account. Exceptions apply for anyone   
 who is a relation or direct carer.

 3.2.6 Personal use is up to the individual employee, volunteer or affiliated person,   
 however individuals will be held accountable for their actions on social media. This  
 policy should be read in conjunction with the GBA Values and Code of Conduct.

 3.2.7 Where a license has been provided by GBA or GBWA for a content design platform,  
 this license should be used only for creating and editing content to be used for the  
 benefit of Girls’ Brigade.

3.3       Inappropriate Use

3.3.1 Personal Use

 3.3.1.1 Where the Board deems there has been an incidence of inappropriate use, the   
 employee, volunteer or affiliated person will be referred to this Policy and the GBA  
 Code of Conduct and counselled using biblical concepts. Based upon the outcome  
 of this communication, further action, including termination of the individual’s   
 affiliation with GBWA may be considered.

 3.3.1.2 Inappropriate use of a content design platform license will result in the license   
 being revoked.

3.3.2 Official use

 3.3.2.1 If the inappropriate post or content appears on a GBWA social media account or   
 website, the content will be removed.

 3.3.2.2 If appropriate and depending upon the severity of the breach of conduct, a    
 statement on behalf of the Board will be released in its stead. This is to be at the   
 discretion of the State Commissioner and made in conjunction with GBA at a   
 National level if warranted.

 3.3.2.3 Further action including possible termination of the responsible individual’s   
 affiliation with GBWA may be considered.
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3.4 Child Safety

 3.4.1 GBWA has a duty of care to ensure the safety of children and young people that 
 extends beyond face-to-face contact.

 3.4.2 All employees, volunteers and affiliated people be aware of young people’s   
 safety and wellbeing when connecting with them in an online setting and report 
 concerns about a child’s safety via the reporting mechanisms established by  
 GBA.

 3.4.3 In the first instance, in the case of immediate danger to yourself or someone  
 else, call Triple Zero (000). Once it has been established that the participant and 
 individual are no longer in immediate danger, the below procedure should be  
 followed:

  3.4.3.1 If a participant makes a disclosure to an employee, volunteer or affiliated  
  person online or via Social Media, or the participant’s conduct causes the  
  individual to believe that the participant is in an unsafe situation, they  
  must report this either

   3.4.3.1.1 to their Team Leader, per ChildSafe reporting procedures
   3.4.3.1.2 or to the State Commissioner, per the Emergency Response   

   procedure.

  3.4.3.2 The Team Leader or State Commissioner will be responsible for reporting 
  the incident on SMO as soon as possible, and should ask the employee,  
  volunteer or affiliated person to provide a written report to them as soon  
  as possible so details can be included.

 3.4.4 All employees, volunteers or affiliated people using GBWA’s Social Media   
 accounts must let children know how to get help if they don’t feel safe. To   
 report immediate danger to yourself or someone else, call Triple Zero (000). To  
 report a crime, call Crimestoppers on 1800 333 000 or contact your local police.  
 Young people aged up to 25 years can also seek help from Kids Helpline by   
 webchat, email or by calling 1800 55 1800.

4 Papers

 4.1 GBA Code of Conduct
 4.2 GBA Electronic Communication and Social Media Policy
 4.3 GBA ChildSafe Policy
 4.4 GBWA Policy A.6 Communications
 4.5 GBA Style guide
 4.6 GBA Information Communication Technology Policy
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Staff

Still under development

Recruitment and Appointment of Staff 

Staff Performance Review 

Staff Induction  

Staff Work related travel 

Hybrid Work Policy

E.1

E.2

E.3

E.4

E.5


